SANTACLARACOUNTYOFFICBFEDUCATION
CLASSITLEFAMILYADVOCATERESTRICTED

BASIGUNCTION:

Underthe supervisiorof the FamilyHealthSystenSupervisoor FamilyAdvocacysupervisoradvocatesor
childrenandfamiliesin the HeadStartand/or EarlyHeadStartprogram;conductsoutreach recruitmentand
enrollmentactivities;providescasemanagemengndsocialservicesupport; performshealth screenings
andnutrition assessmentsnaintainsrecordsin accordancevith StateandFederaHeadStartregulations
andperformancestandardsassistgamiliesandchildren in the HeadStartprogramandservesasaliaison
betweenthe Centerandthe home;providesinformationandcommunicatiorto programparticipantsand
communityserviceorganizations.

REPRESENTATDHETIES:

Thefollowingdutiesareexamplef assignmentperformedbyincumbentsn this classification.lt isnota
totally comprehensivdist of duties,nor isit restrictiveregardingjob assignments.

ESSENTIRUTIES:
Advocatedor childrenandfamiliesin the HeadStartand/or EarlyHeadStartprogram;conductsoutreach,
recruitmentandenrollmentactivities;providescasemanagemeniand socialservicesupport.

Performshealth screeningsand

to
parentsandstudentsregardingageappropriateand primary careschedule.

Providessupport to families regardinginformation and resourcesto facilitate family needsincluding
emergencyand crisis assistancefood, housing, clothing, transportation, education, mental health,
substanceabuse child abuse neglect,domesticviolenceand occupation.

Performsintakes; notifies families of Head Start Programhealth expectations;providesinformation

regardingequirementsmandatesandpoliciesreviewsapplicationdor requiredmaterials,communicates
with parentsandotherinterestedpartiesto
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required.

RecruitdHeadStartProgramstudents;participatesin recruitmentevents;distributesflyers;communicates
with community agenciesand schoolsto facilitate recruitment events; assistsparents in completing
enrolimentpackages.

Preparesand maintainsa variety of narrativeand statisticalreports, recordsandfilesrelatedto assigned
activities,including but not limited to programrequirementsandfederalreviews;crossmonitorsprogram
participantsas required; maintainsrecordsof files reviewedat partner sites; participatesin the review
processncludingpanelinterviewsandsite reviews keepsrecords audits,andreviewsfilesandmaterials,
preparesfilesfor other to audit; makesupdatesandrevisionsbasedon auditsandreviews.

Assistgamilieswith the childrensignatureprogramsitesasassignedpbtainsconsentformsfrom parentsto
participatein the program;preparesand sendsreportsto First5 programadministratorsandthe COE.

Entersmeal counts and absencestracksand monitors student attendancerecords; sendsattendance
related communicationgo families;processesgorrects,scansandauditsattendancerecordsand meal
countsasneeded;scansandsendsformsto appropriatestaff for processing.

Participatesn Inclusionplanningmeetingsrelatedto InclusionCollaborativeprojects,asneeded.

Assistawith creating,and monitoringfor compliancejndividualhealth plansfor students,asoverseernby
administrators,ncludingcontactingdoctorsandreviewingmedications.

Assistwith monitoringnutrition plansfor students,includingcontactingNutritionist for substitutefoods.

Assistswith followingup with IndividualEducationaPlangfor students;contactsschooldistrictsto ensure
that assessmenteccur.

Communicatesvith administrators, personneland outside organizationsto coordinate activities and
programsresolvesssuesandconflictsandexchangenformation;developsandmaintainscooperativeand
effective working relationshipswith others; networks, establishes,and maintains relationshipswith
communitybasedorganizations.

Operatesacomputerandassignedoftwareprogramspperatesother office equipmentasassigneddrives
avehicleto conductwork asassigned.

Attendsa varietyof meetings,ncludingwith partneragenciesasassignedmaybe requiredto work some
weekendsassistavith planningand facilitating Math workshopsasassignedplansand conductsFamily
Servicesgrainingsfor partneragencystaff; providespartneragenciesvith resourcesandtechnicalsupport.

OTHERUTIES:
Performrelated dutiesasassigned.

KNOWLEDGANDABILITIES:

KNOWLEDGEF:
HeadStartpolicies,proceduresandregulations.
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WORKINGONDITIONS:
ENVIRONMENT:
Officeenvironment.

Drivinga vehicleto conductwork.

PHYSICADEMANDS:

Hearingandspeakingo exchangenformationand makepresentations.

Dexterityof handsandfingersto operatea computerkeyboard.
Seeingo readavariety of materials.

Sittingand standingfor extendedperiodsof time.

Walkingto conductrecruitmentactivities.

Approvedby PersonnelCommissionDecemberi4,2016
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