
Job Description – Community Liaison

Qualifications:  
Hold a Bachelor degree or higher from an accredited institution with an emphasis in education, human relations, communications, or other related areas.  Must have people skills to work with students, principals, teachers, parents, tribal officials, superintendents, and media representatives.  Valid Arizona teaching certificate preferred.  Must successfully pass a background check.

Reports to:
Superintendent

Job Goals:
To serve as a liaison between the Camp Verde Unified School District and entities such as the Camp Verde Chamber of Commerce, local media outlets, local government officials, parents, and community members.  Promote the academic success of Native American students as a liaison in such areas as student academic achievement, involvement in school activities, and student attendance.
I.    Professional Responsibilities

1. Demonstrates effective team building

· Is fair and consistent in dealing with others

· Uses discretion in handling situations that require confidentiality

· Encourages and practices effective communication

· Promotes a positive climate

· Demonstrates high expectations for self and others

2. Demonstrates effective communication skills

· Uses written and oral communication professionally

· Communicates decisions in a timely manner

· Gives clear and explicit explanations

· Plans for and promotes positive public relations

3. Establishes systematic procedures for identifying and accomplishing goals

· Forecasts needs and availability of resources

· Determines priorities

· Develops goals and objectives

· Establishes timelines

· Organizes and assigns resources

· Implements established plans

· Evaluates plans

4. Provides leadership

· Initiates positive new ideas

· Provides motivation

· Assists others in the enhancement of developing individual strengths

· Participates in staff development

· Stays current in job-related activities

· Adapts to and supports change

· Demonstrates service to the school

· Demonstrates service to the community

· Keeps the Superintendent informed

5. Acts in accordance with district policies/procedures, philosophies and state/federal regulations

· Consistently follows, maintains, and conforms to district policies/procedures and state/federal regulations

· Promotes and monitors staff conformance and takes appropriate action when necessary

· Participates in the development and review of school policies and regulations

· Strives to stay informed regarding policies and regulations applicable to his/her position

· Selects appropriate channels for resolving concerns/problems

· Promotes district vision, beliefs, values and mission

6. Demonstrates employee responsibility

· Is on time and well prepared

· Provides professional information to the school district as requested

· Completes duties accurately and promptly

· Encourages, models, and maintains high standards of conduct

· Attends meetings and serves on committees

· Maintains and submits required reports in a timely manner

· Promotes the belief that all students can and will learn

· Communicates effectively with parents and community

· Maintains professional relationships with colleagues, supervisors and peers

· Performs other duties as requested by the Superintendent

II.   Job Specific Responsibilities

7. Serves as a liaison between the school, staff, students, and community
8. Prepares the Impact Aid Student List 

9. Attends essential meetings between the District and the Yavapai-Apache Nation
10. Attends AIEA meetings and other essential meetings to ensure maximum district support of Native American and all students

11. Works with JOM tutors to inform them of individual Native student’s needs and oversees their instructional support

12. Maintains and reports accurate 506 form count for Title VII grant application

13. Researches national and state job fairs to send a recruiter

14. Formulates recruitment materials and talking points for district recruiters

15. Develops marketing materials for the district

16. Assists in promoting and facilitating school activities such as Title I Parent Night and awards ceremonies

17. Serves as a Title I teacher for South Verde Middle and High School
18. Coordinates District marketing efforts

19. Coordinates District public meetings and relations
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