




• Develop and maintain collaborative partnerships with nonprofit organizations, 

businesses, faith-based organizations, public agencies, educational institutions, and 

other community partners.

• Identify emerging student and family needs, community resources, service gaps, and 

potential partnership opportunities and communicate findings to the Coordinator of 

Special Projects.

• Coordinate the receipt, inventory, organization, and equitable distribution of food, 

clothing, hygiene products, school supplies, donated goods, and other family resources.

• Coordinate delivery and distribution of resources to school sites throughout the district.

• Drive to and from various district locations and community partners to receive and/or 

deliver and distribute resources. 

• Serve as a liaison among families, school sites, district departments, and community 

organizations to facilitate communication and access to services.

• Coordinate culturally responsive family outreach and engagement using ParentSquare, 

phone, email, social media, newsletters, flyers, presentations, and other communication 

methods.

• Coordinate the recruitment, orientation, scheduling, training, and activities of Family 

Resource Center volunteers.

• Provide day-to-day work direction, task coordination, training, and operational guidance 

to staff, interns, temporary employees, and volunteers assigned to support FRC 

activities, as directed by the Coordinator of Special Projects.

• Maintain accurate and confidential records related to services, participation, referrals, 

partnerships, donations, inventory, and resource distribution.

• Collect and analyze program participation and service data; identify trends and support 

evaluation and continuous improvement of Family Resource Center programs and 

services.

• Prepare reports, summaries, presentations, outreach materials, and other 

communications related to Family Resource Center programs, services, partnerships, 

and outcomes.

• Participate in district and community meetings, trainings, and professional development 

related to Community Schools, family engagement, community partnerships, and 

integrated student supports.

• Supports billing with various agencies as appropriate

• Perform related duties as assigned.SUPERVISORY RESPONSIBILITIES: 

This position does not have formal supervisory responsibility for district employees and does not 

hire, evaluate, discipline, or recommend disciplinary action. 

The FRC Specialist may provide day-to-day work direction, training, task coordination, 

scheduling, and operational guidance to staff, interns, temporary employees, and volunteers 

assigned to Family Resource Center programs and activities under the direction of the 

Coordinator of Special Projects. 






