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Portales Municipal School District 

Job Description 

 

Position:  District Home Liaison  

 

Supervisor:  Director of Federal Programs and Curriculum 

 

Job Summary: To serve as an educational and social connection between school and  

home with emphasis on increasing school attendance and improving  

academic success of students. 

 

Essential Duties/Responsibilities: 

 

1. Demonstrate appropriate skills in working with students, parents, and families. 

2. Work effectively with staff and administration. 

3. Serve as a liaison between the home, school, and community. 

4. Assist parents in becoming actively involved in their students’ educational success. 

5. Demonstrate effective organizational skills. 

6. Demonstrate appropriate effective behavior in performing job tasks. 

7. Maintain cohesiveness and confidentiality in the school environment. 

8. Become familiar with District policies, rules, and regulations as well as any State laws, 

rules, or regulations. 

9. Provide direct and indirect services to identified students as directed by school 

administration and use community agencies and resources effectively to meet the desired 

outcome. 

10. Complete required reports in a timely manner. 

11. Assist parents with school related information. 

12. Make home visits when needed, required, and appropriate. 

13. Provide transportation for parents and students when appropriate and needed. 

14. Assist in the provision of all support services (food, clothing, transportation, public 

services, medical, dental, and optical care.) 

15. Maintain professional, working relationships with community resources and agencies to 

help support at-risk students and families in need. 

16. Adhere to all district health and safety policies, including all precautions of the 

Bloodborne Pathogens Exposure Control Plan. 

17. Comply with all laws, regulations, and policies pertaining to the adequate practice of 

record keeping, storage, and appropriate disposal of records to maintain confidentiality of 

information. 

18. Perform other duties as assigned by the supervisor, other administrative staff, or 

superintendent. 

19. Attend all required trainings and meetings. 

20. Translate as needed. 

21. Ability to effectively utilize computer technology, e-mail, and necessary district 

computer programming. 
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Physical Requirements: 

 

 Sitting, standing, lifting, and carrying (up to 50 lbs. or more), reaching squatting,  

kneeling, and moving light furniture may be required.  

 

Safety/Health and Other Requirements: 

 

1. Knowledgeable of universal hygiene precautions. 

2. Successfully complete and pass an FBI fingerprint background check. 

3. Hold or be eligible to complete classes to receive a Driver’s Safety certificate and 

Suburban Training Certificate. 

4. Requires travel: between school buildings, home visits, and state and federal agencies 

(CYFD, court, etc.), training, student and family transportation, training (some trainings 

may require out of town and overnight travel.) 

5. Must be able to pass random drug and alcohol screenings as a school vehicle driver. 

 

Qualifications: 

 

1. Hold a high school diploma.  Additional education and training is desirable.  Bachelor’s 

Degree is preferred. 

2. Ability to effectively communicate (speaking, reading, and writing) in English and 

Spanish. 

3. Must have good interpersonal communication skills. 

4. Possess a valid New Mexico driver’s license appropriate for operating vehicles for the 

purpose of home visits. 

5. Such alternatives to the above qualifications as the Superintendent may find appropriate 

and acceptable. 

 

Work Environment: 

 

Must be able to work within various degrees of noise, temperature, and air quality.  

Interruptions of work are routine.  Flexibility and patience are required.  Must be self-

motivated and able to complete job assignments without direct supervision.  After-hours 

work may be required.  Will make site or home visits almost daily when needed and 

appropriate.  Must be able to locate addresses within the District and carefully drive a 

school owned vehicle. 

 

Equipment/Material Handled: 

 

 Must know how to properly operate or be willing to operate all office equipment,  

telephones, two way radios, and technology.  Must be able to safely drive a sedan,  

Suburban, or similar vehicles. 

 

Terms of Employment: 

 

 Salary and work year to be established by the Board. 


