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Portales Municipal School District 

Job Description 

Position: Family Engagement Specialist 

Supervisor: Principal 

Summary:  

The Family Engagement Specialist will focus on and work with students who have 

poor attendance, low grades, lack of parental support, are possibly economically 

disadvantaged and/or lack credits needed for graduation.  Classroom teaching 

experience is desired.  The person holding this position will also work with student 

literacy objectives.  A school counselor or social worker license or current pursuit of 

such license is preferred but not required.  

Essential Duties/Responsibilities:  

1. Help students attain an optimum level of personal and social adjustment. 

2. Consult with parents, teachers, administrators, and supporting agencies 

concerning the needs of students. 

3. Use PowerSchool and other data information systems to monitor attendance, 

grades, and Next Step Plans. 

4. Focus and provide assistance to students and parents of students who have poor 

attendance, are failing classes, are behind on credits needed for graduation, and 

help them monitor and track needed classes for graduation in the Next Step Plan. 

5. Work with students, parents, and teachers to find solutions and resources that will 

assist students who are behind to “get back on track” for graduation. 

6. Make home visits when appropriate to provide information and assistance to 

parents and students. 

7. Work with local community agencies to leverage resources that are needed. 

8. Work with state agencies as appropriate to leverage resources that are needed. 

9. Provide information and facilitate guidance activities for students, staff and 

parents as needed. 

10. Attend and participate in faculty meetings.  

11. Serve on the Counseling Vertical Team. 

12. Hold individual and group meetings. 

13. Ensure that all activities conform to district guidelines. 

14. Communicate effectively with members of the school district and community. 

15. Work effectively with community organizations. 

16. Respond to change productively and handle other tasks as assigned. 

17. Support the value of an education. 

18. Support the philosophy and mission of Portales Municipal Schools. 

19. Work cooperatively with colleagues, supervisors, and administrators. 
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20. Demonstrate ethical behavior. 

21. Engage in self-development. 

22. Hold a valid New Mexico State Driver’s license and be insurable by the District. 

 

Additional Duties and Responsibilities:  

1. Provide individual and group guidance to help students cope effectively with 

personal, social, academic, career, and family concerns. 

2. Consult with parents, teachers, administrators, and supporting agencies 

concerning the needs and abilities of students. 

3. Consult with Coordinator of SRCL and CLSD Literacy Grants to assist with 

literacy needs of students and families within the purview of the School/Home 

Liaison Counselor or Social Worker. 

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

Suburban Training certificate. 

5. Implement a comprehensive appraisal process by: 

a. Selecting and administering appropriate ability, achievement, and interests 

tests. 

b. Visiting with students and interviewing interested adults. 

c. Interpreting results to students, teachers, administrators, and parents. 

6. Update and maintain confidential student records, including cumulative 

transcripts and student files. 

7. Assist teachers to identify students with special needs and make appropriate 

recommendations and referrals. 

8. Implement an effective program of educational and career planning. 

9. Schedule opportunities for students to visit with resource persons about academic 

and career choices. 

10. Maintain a current library of career information, and assist students in using the 

information effectively. 

11. Provide crisis intervention 12. Assist and determine schedules.  

13. Responsible for supervising extra-curricular activities as designated by the 

principal. 

14. Write recommendations for students for job education opportunities. 

15. Provide information on colleges, technical programs, military jobs and other 

programs for graduate planning. 

16. Provide prevention strategies which address current issues such as chemical 

dependency, teenage pregnancy, suicide, dropping out, and various forms of 

abuse.  

17. Ensure next step plan is completed for each high school students.  

18. Assist in a continuous program of student orientation. 

19. Assist in making recommendations for school curriculum and instructional 

practice. 
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20. Attend and assist when necessary with school events such as musical programs, 

athletics, student recognition ceremonies, graduation, and open house. 

21. Ensure district policies are observed during all activities. 

22. Keep abreast of new information, innovative ideas, and techniques. 

23. Obtain advance approval of the Principal for all club activities and expenditures. 

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

Bloodbourne Pathogens Exposure Control Plan. 

25. Other duties as assigned by the Principal or other Administrative Staff. 

26. Be able to differentiate between legal mandate and ethical responsibility. 

27. 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. 

28. Uphold the standards of the profession by refining professional competencies and 

take action for professional relationships and responsibilities. 

Qualifications:  

1. □  High School Diploma/GED        □ Associate’s Degree 

 □  Bachelor’s Degree       xx Master’s Degree 

2. Current State Board Certificate  

3. Such alternatives to the above qualification as the Board may find appropriate and 

acceptable.  

Physical Requirements:   

Sitting, standing, lifting, and carrying (up to 50 lbs), reaching, squatting, kneeling, 

and moving light furniture may be required. 

 □ √ Medium Lift up to 50 lbs occasionally & up to 25 lbs frequently 

 

Safety/Health and Other Requirements:  

1. Knowledgeable of universal hygiene precautions 

2. An FBI fingerprint background check will be conducted on all new hires of the 

Portales Municipal School District at a cost to the employee.  Continued 

employment will be contingent upon the results of the background check. 

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

agencies (Social Service, Court, etc.), training (some training may require out of 

town travel with overnight stays.) 
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Equipment/Material Handled:  

Must know how to properly operate or be willing to operate all equipment including 

current technology. 

 

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 when needed and 

appropriate. 

Terms of Employment:   

Salary and work year to be established by the Board 

 

__________________________________ _____________________ 

Signature Date 

 


