
 

SANTA CLARA COUNTY OFFICE OF EDUCATION 
  
POSITION:  Subst i t u te/ Rel ief  M igr an t  Educat ion  Pr ogr am  Assistan t  
 
HOURLY RATE:  $18.79/ h ou r  
 
DUTIES AND RESPONSIBILITIES:  Th e Subst i t u te/ Rel ief  M igr an t  Educat ion  
Pr ogr am  Assistan t  h elps exper ien ced  r egion al  an d  d ist r i ct  r ecr u i t er s t o 
iden t i f y  an d  r ecr u i t  el igib le m igr an t  studen ts to m ain tain  r ecor ds in  
accor dan ce wi th  r egu lat ion s an d  laws; ser ves as a l in k  between  p r ogr am , 
h om e, sch ool  an d  com m un i t y  agen cies; en cou r ages par en t  in volvem en t ; 
assesses studen t  needs an d  r efer s t o app r op r iate ser v i ces; an aly zes data 
an d  local  in for m at ion  to deter m in e studen t  el igib i l i t y  an d  n eeds. 
Subst i t u te/ Rel ief  Wor ker s in  t h is posi t ion  r eceive d i r ect  super v ision  f r om  a 
p r ogr am  adm in ist r ator  wi th in  a f r am ewor k  of  standar d  pol icies an d  
p r ocedu r es.   
 
TYPICAL DUTIES: 
 

Assist s r egion al  and  d ist r i ct  r ecr u i t er s t o iden t i f y  an d  in ter v iew al l  
m igr an t  studen ts an d  fam i l ies wi th in  assign ed  schools, ei t h er  by  
ph on e or  in  per son  
 
Visi t s h om es, wor k  si t es or  oth er  locat ion s, t o in ter v iew par en ts or  
guar d ian s to scr een  for  studen t  el igib i l i t y  for  t h e M igr an t  Educat ion  
Pr ogr am . Accom m odates v isi t s accor d in g to t h e n eeds of  studen ts 
an d  th ei r  fam i l i es 
 
Receives, reviews, evaluates, and verifies information submitted from families; contacts 
appropriate information sources to help determine program eligibility 

Tr avels t h r ough ou t  t h e assign ed  ar ea in  or der  t o fu l f i l l  job  du t ies 
 
Dem on st r ates excel len t  or al  com m an d  of  t h e Span ish  lan guage  
 
Oper ates a com pu ter  usin g special i zed  sof twar e, in ter n et  an d  e-m ai l  
t o com p lete wor k  assign m en ts; uses oth er  r elated  of f i ce equ ipm en t  
( fax m ach in es, cop ier s, scan n er s)  
 
Coor d in ates iden t i f i cat ion  an d  r ecr u i tm en t  suppor t  calen dar  wi th  
par t icipat in g d ist r i ct s 
 
St r ategizes wi th  d ist r i ct  staf f  r egar d in g iden t i f i cat ion , r ecr u i tm en t  

an d  studen t  n eeds 
 



 

 

Con tacts fam i l ies r egar d in g at ten dan ce, app l icat ion  an d  en r ol lm en t  
status; d iscr epan cies an d  in com p lete in for m at ion  
 
Pr epar es an d  d ist r i bu tes r ou t in e r epor t s, for m s, cor r espon den ce an d  
oth er  docum en ts as n eeded  

 
Acts in support role as advocate for student and family 
 
Provides information regarding health care resources and community service agencies 

Serves as a liaison between the families and schools, community service agencies and 
other program staff 

Refers families to other services or appropriate agencies for specialized services or 
counseling 

 Per for m s r elated  d u t ies as assign ed  
 
EMPLOYMENT STANDARDS: 
 
Possession  of : 
 
 A val id  an d  app r op r iate Cal i for n ia Dr i ver 's Li cen se 
 
 A d r iv in g r ecor d  wh ich  m eets th e Coun ty  Of f ice of  Educat ion 's 
in su r an ce r equ i r em en t   
 
Kn owledge of : 
 

 Tar get  com m un i t ies an d  cu l t u r es 
 
 Pr oper  con tact  sk i l ls an d  tact fu l  t eleph on e tech n iques 
 

Pr oper  in ter v iewin g tech n iques 
 

Of f i ce m eth ods, p r act ices an d  p r oced u r es, in clud in g r ecor d -keep in g, 
f i l in g sy stem s, an d  com pu ter  sof twar e app l icat ion s p r ogr am s 

 
Pr in cip les an d  p r act ices of  col labor at ive r elat ion sh ips an d  p lan n in g 
in volv in g d iver se gr oups 

 
 Cor r ect  En gl ish  usage, spel l in g, gr am m ar , an d  pun ctuat ion  

 
Ab i l i t y  t o: 

 



 

 

Un der stan d , fol low, an d  adh er e Feder al  M igr an t  Educat ion  Pr ogr am  
r egu lat ion s, per for m an ce stan dar ds, an d  gu idel in es 
 
Or gan ize wor k  assign m en ts to m eet  estab l ish ed  dead l in es 
 
In ter v iew an d / or  scr een  app l ican ts an d  studen ts, per for m  fam i ly  
assessm en ts, an d  r efer  studen ts t o com m un i t y  r esou r ces 
 
In ter act  wi th  th e gen er al  pub l ic, par en ts, staf f , an d  r ep r esen tat ives 
of  com m un i t y  agen cies wi th  t act  an d  cou r tesy  
 
An aly ze si t uat ion s accu r ately  an d  adop t  an  ef fect ive cou r se of  
act ion  
 
Wor k  in depen den t ly  an d  in  a t eam  en vi r on m en t  un der  l im i ted  
super v ision  

 
Accu r ately  m ain tain  r ecor ds an d  f i les 

  
 Un der stan d  an d  car r y  ou t  in st r uct ions in depen den t ly  
  

Estab l ish  an d  m ain tain  ef fect ive wor k in g r elat ion sh ips wi th  school  
an d  com m un i t y  r ep r esen tat ives, m igr an t  fam i l ies, an d  m igr an t  
p r ogr am  staf f   

 
Dem on st r ate bi l in gual / b icu l t u r al  p r of i cien cy  in  En gl ish  an d  Span ish  

 
Wor k  a f lexib le sch edu le th at  m ay  in clude ear ly  m or n in gs, even in gs, 
an d  weeken ds 
 
Adap t  t o r ap id ly  ch an gin g tech n ology  
 

EDUCATION AND EXPERIENCE:  Gen er al ly , t h e r equ i r ed  kn owledge an d  ab i l i t ies 
wi l l  h ave been  acqu i r ed  th r ough  an y  com bin at ion  of  educat ion  an d  exper ien ce 
equ ivalen t  t o two y ear s (2)  of  col lege an d  at  l east  on e (1)  y ear  exper ien ce 
wor k in g wi th  ch i ld r en , fam i l ies, com m un i t y  gr oups an d  pub l ic agen cies. 
 
BARGAINING UNIT : Substitute Workers Unit 
 
WORKING CONDITIONS:  Most duties are performed outdoors in the community, in the 
fields, or at labor camps under varying conditions.  Some duties are performed in an office 
environment or at a Migrant Education center.  Incumbents may be required to work a flexible 
schedule, evening and weekend hours.  Duties require incumbents to drive a vehicle to attend 
meetings with parents/students, staff, and to make home visits.   
 



 

 

PHYSICAL DEMANDS: Incumbents regularly stand and sit for extended periods of time, walk 
short distances on a regular basis and on uneven surfaces whenever necessary; dexterity of hands 
and fingers to operate a computer keyboard and other office equipment; kneeling, bending at the 
waist, and reaching overhead, above the shoulders and horizontally, to retrieve and store files 
and supplies; seeing to read fine print; hearing and understanding voices over the telephone and 
in person; moving and transporting program materials, and lifting, carrying and pulling light 
objects. 
 
 
 
Approved: 
 
 
 
_____________________________________________         ______________________ 
  Philip Gordillo, Executive Director, Human Resources   Date 
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