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Learning To Work * Reaching for Tomorrow


JOB Announcement

 Parent Liaison 

Program Description: Youth @ Union Program is built on a foundation of academic skills enrichment, positive youth development and the cultivation of informed and independent decision making.  Recognizing the academic needs of our young leaders, Union Settlement Association has formed a partnership with the New York City Department of Education to create the Learning To Work* Reaching for Tomorrow program.  LTW/RFT is a subsidized/unsubsidized internship and educational achievement program for in-school youth.  LTW/RFT serves 210 high school youth, ages 16 - 20, offering a comprehensive array of educational services, college exploration, vocational development, supportive social services, group/individual life coaching, job readiness workshops and employment assistance 

Reports to:  Program Coordinator/Senior Youth Advocate

Hours:  19 hours per week including some late nights and weekends.

Compensation: $10-15 per hour

Key Qualifications: 

· AA or 60 credits in related field with 2 years of experience.

· Experience in Youth Development programs

· Strong public speaking, writing, and organizational skills

· Demonstrate ability to perform multiple activities

· Ability to facilitate parent workshops 

· Good mental and physical health 

· Capable of assisting Parent Coordinator

· Flexible work hours morning and some evenings 

· Bilingual English/Spanish/Mandarin/Cantonese required
Overall Responsibilities: 
· Maintain up to date email addresses, phone numbers and home addresses of parents

· Logging all phone calls and emails to parents daily

· Participation on programmatic committees

· Facilitate Family morning and events meetings

· Assist with intake, recruitment and retention of program participants

· Serve as the program liaison for outreach parent activities

· Represent the agency and program at special events

· Develop innovative methods to increase family involvement

· Attend program staff meetings, departmental staff meetings, professional development workshops and programmatic events and trips.

· Recruitment of five new parents per month for each parent meeting/ workshops etc. 

· Maintain current parent involvement

· Conduct Saturday workshop with an attendance of 10-15 parents

· Submit agenda and minutes for each parent event

· Attend some evening DOE parent involvement meetings

· Document all phone calls in parent log book 

· Document weekly contact with parents, teacher and students

· Complete work logs and tracking logs by 28th of each month

· Make 10 daily calls to parents regarding students achievements and successes

Assist Parent Coordinator with:

1. Parent News Letter

2. Data log in of new students

3. Create school calendar

4. Assist with [PA] Parent Association elections, [CEP] Comprehensive Educational Plan, & [SLT] School Leadership Team.  All meetings are held on the first Monday of each month from 5:00pm – 8:00 pm

To Apply:
Email, cover letters and resumes with [title in subject area] 
“Parent Liaison”
Nadine Evans, Program Coordinator of High Schools

nevans@unionsett.org

Equal Opportunity Employer

Deadline -September 30, 2008

[image: image1.wmf]_1257757097.doc
[image: image1.png]UnionSettlement
YOUTH AT UNION






 












