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SCHOOL BASED STUDENT & FAMILY SUPPORT SPECIALIST
JOB DESCRIPTION

Position Title: School Based Student & Family Support Specialist

Program/Department: School Based Programs

Immediate Supervisor: Coordinator of School Based Family Engagement

Work Schedule: Hours are 8:00am — 4:00pm. Work calendar begins 3 weeks prior to teachers' first day and
ends on the last work day of May. Follow VYJ Holiday Schedule with Fall Break and Spring Break included.
Benefits: Employee Health/Dental/Vision insurance and retirement plan

DESCRIPTION:

The School Based Student & Family Support Specialist strengthens the Volunteers for Youth Justice (VYJ)
School Resource Center (SRC) model by providing direct relational support to students, parents, and caregivers
across assigned elementary school campuses in Caddo Parish. This position helps families connect to services,
navigate school and community systems, participate in school-based family learning opportunities, and build
stronger relationships with school and community support. This role extends SRC impact by engaging family
needs not fully addressed through attendance intervention or student-centered connection services alone. The
School Based Student & Family Support Specialist provides one-to-one family support, conducts outreach to
families who may be disconnected from school participation, assists with family engagement events, and
follows up with families after referrals, meetings, and school-based activities. This position reports to the
Coordinator of School Based Family Engagement and works closely with SRC staff, school leadership, and
VYJ family-serving programs.

Responsibilities:

e Demonstrate a positive and professional demeanor when interacting with Volunteers for Youth Justice
(VY]J) employees, volunteers, families, school staff, and community partners.

e Consistently check and respond to the VYJ assigned email account and maintain an updated Google
calendar for scheduling, meetings, events, and deadlines.

e Ensure all Timesheets and Mileage forms are properly submitted and stored on the employee server.

e Complete the 24-hour TBRI® Caregiver training within the first year of employment.

e Participate in VY staffing sessions and continuing education opportunities to deepen knowledge of
TBRI®, Restorative Practices, family engagement, and school-based support practices.

e Provide one-to-one support to parents and caregivers needing assistance with school, family, or service-
related challenges.

e Help families connect to appropriate supports, including VYJ Harbor services, Family Resource Center
services, health services, governmental resources, and other community supports.

e Assist families in navigating referrals, appointments, school processes, and service systems.

e Support implementation of family engagement events across assigned School Resource Center
campuses.

e Conduct outreach to families who may be disconnected from school participation or school-based
support.

e Build personal connections with families during and after events to strengthen participation over time.


http://www.vyjla.org/

e Facilitate small parent groups and informal support opportunities as directed by the Coordinator of
School Based Family Engagement.

e Maintain a visible, relational, and supportive presence across assigned school campuses.

e Follow up with families after referrals, meetings, school events, or family support contacts.

e Identify barriers to family participation and communicate concerns, patterns, and needs to the
Coordinator of School Based Family Engagement.

e Maintain records of parent contacts, referrals, follow-up efforts, service connections, and engagement
outcomes.

e Work collaboratively with SRC staff, school leadership, VYJ programs, and community partners to
strengthen support for students and families.

Duties:

e Provide direct outreach and follow-up to parents and caregivers identified through SRC staff, school
leadership, family engagement events, referrals, or emerging family needs.

e Meet with parents and caregivers individually to identify needs, clarify concerns, and support
connection to appropriate school, VYJ, or community resources.

e Assist families with completing referrals, understanding service options, preparing for appointments,
and following through with support plans.

e Help families connect with Harbor services, Family Resource Center services, health supports,
governmental resources, and other community-based services.

e Maintain timely and accurate follow-up records for assigned families.

e Support preparation, communication, outreach, and on-site facilitation for parent education events and
family learning opportunities.

e Assist with family engagement event logistics, including family contact, reminders, sign-in
documentation, materials, setup, participation support, and follow-up.

e Participate in school events as requested to actively engage with families, address concerns, and build
positive relationships that support student success.

e Conduct outreach to families who may be hesitant, overwhelmed, disconnected, or difficult to reach.

e Facilitate small parent groups, informal family conversations, listening sessions, or peer support
opportunities as assigned.

e Maintain a consistent and approachable presence on assigned campuses to support trust-building with
students, parents, caregivers, and school staff.

e Follow up with families after school meetings, referrals, engagement events, or concerns raised by
school or SRC staff.

e Identify barriers that may prevent families from participating in school events, accessing services, or
maintaining connection with school support systems.

e Communicate emerging family needs, service gaps, barriers, and concerns to the Coordinator of School
Based Family Engagement.

e Support tracking of family engagement outcomes, service linkage efforts, parent contacts, and
participation trends.

e (Collaborate with principals, SRC Coordinators, Connection Facilitators, Attendance Specialists, school-
based staff, and VYJ program staff to support coordinated family engagement efforts.

e Assist in developing and refining systems for family outreach, parent communication, referral follow-
up, and service connection.

e Complete and submit required timesheets, mileage forms, expense reports, and documentation according
to VYJ procedures.



QUALIFICATIONS:

Associate degree or relevant professional experience preferred.

Experience working with families, schools, social services, community support programs, or related
service systems preferred.

Knowledge of local school systems, community resources, or family service networks preferred.
Strong relational, communication, and follow-up skills.

Ability to build trust with parents, caregivers, students, school staff, and community partners.
Ability to work with sensitivity, calmness, and professionalism in high-stress family situations.
Ability to maintain confidentiality and exercise sound judgment when working with family concerns and
student-related information.

Ability to work collaboratively across schools, families, community partners, and internal VYJ
programs.

Understanding of trauma-informed, strengths-based, and relational practice preferred.

Must be proficient in Microsoft Office and use of Google Documents.

Possess strong written and verbal communication skills.

Must be organized, dependable, and consistent in follow-up, documentation, scheduling, and
communication.

Work schedule will include occasional evening responsibilities tied to parent events and family
engagement activities.

PREFERRED QUALITIES:

Calm and approachable presence.

Strong practical problem-solving skills.

Familiarity with local services and community resources.

Ability to build trust with families who may be hesitant, overwhelmed, or disconnected from school
participation.

Comfortable working in school-based settings with families facing complex needs.

Able to listen carefully, respond respectfully, and help families identify practical next steps.
Committed to strengthening family-school partnerships through respectful, consistent, and relationship-
centered practice.

Reliable, flexible, and able to follow through on family support needs over time.

I have read my job description and hereby agree to perform the duties listed above and others that may be
deemed reasonable and necessary.

Employee: Date:

Executive Director: Date:




