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POSITION SUMMARY
Must be able to work cooperatively with community agencies, parents, and child care workers. Provide an effective parent education series that fosters the development of parents and children.

QUALIFICATIONS:
1.
High School diploma or equivalent or at the recommendation of interview team with approval of Policy Council and Director.
2.
Ability to interpret and translate effectively and accurately in both Spanish and in English.
3.
Evidence of ability to work in a cooperative team manner and to follow program policies.

4. Knowledge of current parenting curriculum.

5. Knowledge of adult learning styles.

6. Must have current First Aid/CPR card.

7. Must have dependable transportation and/or valid driver’s license and auto insurance.

8. Must be on the Oregon criminal history registry and pass a pre-employment drug screening.
9. Must have basic working computer skills and knowledge.

10. Must be willing and available to work flexible hours.

11. Must be willing to travel to out of town and overnight meetings and trainings.

12. Ability to participate in regular kneeling, stooping, bending and sitting on the floor and standing for long periods of time.

13. Ability to occasionally lift up to 50 pounds.
14. Must be able to work with families from a diverse population.
15. Ability to communicate effectively with children and adults in both verbal and written format.

DUTIES AND RESPONSIBILITIES:
1.
Must comply with program confidentiality policies.
2.
Must maintain a working knowledge of program plans, policies and 


performance standards.

3.
Assist coordination and encourage parent involvement of families in 
appropriate trainings such as: Make Parenting a Pleasure, (MPAP), 
Parenting Now! The First Three Years, Motheread/Fatheread, and other 
classes as assigned.


a.
Prepare curriculum materials.



b.
Assist Facilitation of parenting education and trainings.

4.
Assist coordination of parent and child care registration.





a.
Maintain the list of parent names who register for the class.


b.
Help set up of classroom area prior to class and clean 


classroom after each training. Return classroom furniture and 


equipment as found.
5. 
Work in a cooperative team manner and follow program policies. 


a.
Work with parenting education child care staff to resolve issues 


that may arise



b.
Share center policies with parents who are attending classes at 



the center.
6.
Assist in preparing and translating written materials. Implementing trainings 

and referring parents to other resources in the community, as needed, at 

the end of the session.

7.
Assist in record keeping as required by grant agreement.


a.
Quality assurance questionnaires filled out by participants.


b.
Weekly attendance.


c.
Distribute and compile data from pre and post testing.


d.
Document in-kind/volunteer hours.


e.
Other duties as assigned.
8.
Assist in informing community agencies and groups of parent education 

opportunities.
Number of Hours per Week/Month: 





Rate of Pay: _________
Staff Signature: 







Date: 



Supervisor Signature: 







Date: 
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