TITLE 1 TRANSLATOR/CLERICAL ASSISTANT

QUALIFICATIONS:


1.  Fluent in both English and Spanish


2.  Computer Literate in Microsoft Office and Excel


3.  Familiar with Altus Community

4. High School or Equivalent (Some college preferred) 

JOB GOAL:  To assist school personnel in effectively meeting the needs of the  



Minority population.

PERFORMANCE RESPONSIBILITIES:

1.
Translate class assignments for non-English speaking students.

2. Translate for non-English speaking parents to inform them of student opportunities and programs.

3. Assist and inform parents filling out school forms for student participation in Title 1, Migrant, and Even Start or ASPIRE programs.

4. Translate school forms into Spanish for students and parents.

5. Assist with improving student attendance: 

checking on frequently absent students 

making home visits when necessary

6. Provide clerical assistance for the 21st Century ASPIRE program:

recording attendance 

           keeping student records of participation.

7.
Other concerns or duties deemed necessary by the Superintendent or 
           designee.
TERMS OF EMPLOYMENT:  Minimum 180-day contract.  Salary and work year 




     to be established by the Board.
EVALUATION:  Performance of this job will be evaluated annually by the building 
                          principal or assistant principal.



Approved by: ______________________________  Date: _________________
07/13/09


