CLASSIFIED

Work Roseland School Districtas  Responsible |Preschool Coordinator or Designee
Location  Assigned To as assigned by the Superintendent
Work Year 10 months Hours To be determined

Appropriate step and range . On a pro-rata basis for FTE of 50%
Salary on the CSEA Salary Schedule Benefits or more

DUTIES AND RESPONSIBILITIES:

Facilitate the implementation of the school and district educational mission for children
and families.

Act as a liaison to improve parent/school communication systems and family
involvement in school activities.

Coordinate parent volunteer programs and a variety of parent meetings for the school.
Assist with planning for a variety of family classes, trainings and workshops.
Coordinate parent projects and student uniform program.

Help translate for a variety of parent and/or educational meetings.

Make phone calls as needed to families.

Routinely coordinates supplies and refreshment for school-wide events such as; back to
school night, open house, etc.

Coordinate family center and resources.

Related duties as deemed necessary by the Site Administrator or Designee.

QUALIFICATIONS:

Bilingual required (Spanish/English).

Experience working within a multicultural setting desired.

Excellent interpersonal skills to effectively communicate with parents, school staff,
children and community members.

Must be reliable, responsible, organized and be able to work independently.

KNOWLEDGE OF:

School community;
Community service agencies and resources;
Correct English/Spanish usage, including vocabulary, grammar and spelling.

Board Approved: November 10, 2010



