
 

SANTA CLARA COUNTY OFFICE OF EDUCATION 
  
POSITION:  Subst i t u te/ Rel ief  M igr an t  Educat ion  Pr ogr am  Assistan t  
 
HOURLY RATE:  $18.79/ h ou r  
 
DUTIES AND RESPONSIBILITIES:  



 

 

Con tacts fam i l ies r egar d in g at ten dan ce, app l icat ion  an d  en r ol lm en t  
status; d iscr epan cies an d  in com p lete in for m at ion  
 
Pr epar es an d  d ist r i bu tes r ou t in e r epor t s, for m s, cor r espon den ce an d  
oth er  docum en ts as n eeded  

 
Acts in support role as advocate for student and family 
 
Provides information regarding health care resources and community service agencies 

Serves as a liaison between the families and schools, community service agencies and 
other program staff 

Refers families to other services or appropriate agencies for specialized services or 
counseling 

 Per for m s r elated  d u t ies as assign ed  
 
EMPLOYMENT STANDARDS: 
 
Possession  of : 
 
 A val id  an d  app r op r iate Cal i for n ia Dr i ver 's Li cen se 
 
 A d r iv in g r ecor d  wh ich  m eets th e Coun ty  Of f ice of  Educat ion 's 
in su r an ce r equ i r em en t   
 
Kn owledge of : 
 

 Tar get  com m un i t ies an d  cu l t u r es 
 
 P





 

 

PHYSICAL DEMANDS: Incumbents regularly stand and sit for extended periods of time, walk 
short distances on a regular basis and on uneven surfaces whenever necessary; dexterity of hands 
and fingers to operate a computer keyboard and other office equipment; kneeling, bending at the 
waist, and reaching overhead, above the shoulders and horizontally, to retrieve and store files 
and supplies; seeing to read fine print; hearing and understanding voices over the telephone and 
in person; moving and transporting program materials, and lifting, carrying and pulling light 
objects. 
 
 
 
Approved: 
 
 
 
_____________________________________________         ______________________ 
  Philip Gordillo, Executive Director, Human Resources   Date 
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