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TASC ATTENDANCE SPECIALIST
JOB DESCRIPTION

Position Title:  TASC Attendance Specialist
Program/Department:  TASC Truancy Program

Immediate Supervisor:  TASC Truancy Program Director
Work Schedule:  Modified schedule Jan-June and Aug-Dec work hours are 8:00am-5:00pm Mon-Thurs and 8:00am-4:00pm Fri with the month of July off.
JOB DESCRIPTION:
Duties may include, but are not limited to the following:

Responsibilities:

· Must promote a positive/professional attitude to all Volunteers for Youth Justice employees, volunteers, and business partners.

· Must be consistent in checking and answering the VYJ assigned email account and keep an updated Outlook calendar.
· Responsible for tracking and managing case-related notes in the database to ensure thorough case management of families served.
· Accountable for paperwork such as files, reports, evaluations, and other forms required for clients on your caseload as well as any technical equipment such as computer/laptop/IPad, printer, etc. in your usage.

· Willingness to work alongside assigned schools administration/staff and support efforts to address attendance.
· Must work daily onsite at assigned campuses for part of each day.
· Participate in staffing and continuing education to develop and enhance leadership skills and knowledge of attendance best practices for families.

· Gather and report statistical information on clients on your caseload as requested.

Duties:
· Receive TASC referrals from assigned schools, screen referrals, perform initial family intake investigation, and provide case management services to all clients on your caseload.

· Assess individual and family risk areas to coordinate a family service plan and referral to appropriate service providers as needed.
· Conduct phone calls, send emails, and use other contact methods to monitor attendance and to communicate with families, schools, and service providers.

· Meet with the children and families on your caseload as needed for guidance, education, motivation, and confrontation during the course of intervention.

· Participate in meetings with school’s administration, staff, and faculty as requested.
· Meet and communicate regularly with school attendance clerk to address attendance concerns.
· Work daily onsite at assigned campuses in the mornings to assist attendance clerk, office staff, administration, and/or teachers with students and parents using a trauma informed approach in order to help the school with students and families of greatest concern.

· Attend events scheduled at school as requested to support families and build relationships.
· Provide advocacy, information, resource and referral services for families on your caseload.

· Produce case summaries as needed for court related hearings and participate in those hearings as needed.
QUALIFICATIONS:
· A Bachelor’s or Master’s degree in criminal justice/social service-related field or equivalent combination of education and experience in the school system, school attendance, or early childhood or child development related fields.

· Must be proficient in Microsoft Office.

· Must be highly organized and be able to multitask and work proficiently to find resources for families.

· Possess excellent written and verbal communication skills.  
· Must complete the 24 hour TBRI® Caregiver training upon hire.









900 Jordan St. Ste. 102


Shreveport, LA 71101


318-425-4413


Fax- 318-227-0208











