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BERKELEY UNIFIED SCHOOL DISTRICT               
Human Resources Department 

 
CLASSIFICATION AND 
POSITION DESCRIPTION 

TITLE: 
 

Supervisor,  
Family Engagement and Equity 

REPORTS TO: Superintendent or 
Designee 

DEPARTMENT: As assigned CLASSIFICATION Classified Management 
FAIR LABOR 
STANDARDS ACT 
CLASSIFICATION: 

Exempt WORK YEAR: 
HOURS: 

12 months 
7.5 hours per day  
or  
assigned duty days/hours 

APPROVED: 
  Board 
  Commission 

 
04/11/12 
04/12/12 

SALARY GRADE: 
 

Local 21 
Range 69 

 

BASIC FUNCTION:  Under direction of an assigned supervisor, develop, implement, coordinate and evaluate 
systems designed to increase family engagement and ensure educational equity to enhance student achievement.  

REPRESENTATIVE DUTIES: Incumbents may perform any combination of the essential functions listed 
below. This description is not intended to be an exhaustive list of all duties, knowledge or abilities associated 
with this classification, but is intended to reflect accurately the principal job elements. 

Essential Functions  
• Analyze student, staff, family, and community needs to establish systems that provide quality support and 

services to eliminate academic achievement gap 
• Develop, organize, implement, coordinate, and evaluate systems to increase family engagement, ensure 

educational equity, and enhance student achievement 
• Work collaboratively to coordinate parent, community, and agency organizations to support students and 

families 
• Coordinate systems to ensure the creation and maintenance of welcoming school environments for all 

families 
• Coordinate targeted support to families of focus students who need academic, behavioral and/or emotional 

support 
• Work collaboratively with various departments and agencies to develop a systematic response, support, 

and information system for families of students who would benefit from intervention 
• Support non-English speaking families to obtain essential District services in the families’ primary 

languages 
• Develop accountability systems that address District-wide cultural competence  
• Collaborate with the staff to integrate culturally-responsive pedagogy into all training to transform 

instructional practices to meet the needs of focus students 
• Develop and coordinate the evaluation of the systems to monitor effectiveness and quality of services and 

use feedback from staff, families, and students to make necessary improvements 
• Provide training on educational and service-oriented strategies to staff, students, and families to support 

cultural and linguistic differences and to create environments where diversity is celebrated 
• Conduct audits of culturally-responsive systems implementation and work with other managers to improve 

systems to support students, families, teachers, administrators, and other employees  
• Coordinate direct support to individual schools to create supportive and affirming cultural climates which 

provide educational opportunities for all students to achieve their full potential in ways that are culturally-
appropriate and personally-affirming 

• Identify and respond to the cultural and linguistic needs of students and their families to improve their 
academic experience 

• Analyze data and prepare reports 
• Support, train, coach, supervise, and evaluate staff as assigned 

Perform other related duties as assigned 
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PHYSICAL AND MENTAL REQUIREMENTS 
The physical and mental demands are representative of those that must be met by an employee to perform the 
essential functions of this classification successfully.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
Consistent mental alertness; sitting or standing for extended periods of time; lifting, carrying, pushing, and pulling 
objects up to 30 pounds, occasionally 30+ pounds; bending and twisting at the waist, reaching overhead, above 
the shoulders and horizontally; dexterity of both hands and fingers while performing duties; seeing to read, write 
and use the computer; hearing and speaking to exchange information, in person or on the telephone, and making 
presentations. 
 
WORKING CONDITIONS/ENVIRONMENT: 
Flexible work hours, including evenings and weekends; diverse office, school site and home environments; driving a 
vehicle to conduct work; fast-paced work; and constant interruptions. 
 
MINIMUM QUALIFICATIONS: 
Training, Education and/or Experience: 

• Any combination of education, training and/or experience equivalent to:   
A bachelor’s degree in a related field and 3 years of experience with services/programs to increase family 
engagement, enhance student achievement, and develop cultural/linguistic support systems 

• Experience working in an urban, multicultural California public school system is highly desired 
 
Licenses and Other Requirements: 

• Valid California Driver’s License and ability to maintain insurability in adherence to District’s policy 
• Employment eligibility that may include fingerprints, tuberculosis and/or other employment clearance 

 
Knowledge of: 

• Federal, state, local, and District laws, regulations, policies and practices related to workscope 
• Principles, strategies, and practices of adult learning theories, group-process facilitation, conflict resolution, 

and public outreach 
• Methods to interpret apply and explain rules, regulations, policies, and procedures 
• Data analysis and presentation techniques 
• Correct English usage 
• Principles and practices of effective supervision 

 
Ability to: 

• Understand, interpret, apply, and articulate regulations and polices related to workscope 
• Coordinate activities with multiple and diverse stakeholders and facilitate productive partnerships and 

networks 
• Develop, manage, and evaluate complex operations 
• Use data management systems to access a variety of records (such as state/local assessments, discipline, 

and attendance) as a basis for data-based decision-making 
• Analyze difficult and complex issues, identify logical solutions and appropriate course of action based on 

objective data 
• Organize and coordinate district-wide events 
• Work independently, take initiative, prioritize and complete multiple and competing tasks in a timely 

manner 
• Be a positive change agent and an effective leader with diverse groups across race, ethnicity, religion, 

gender, class, and sexuality 
• Build positive and productive relationships with students, parents, staff, and community members 
• Communicate effectively orally and in writing 
• Prepare presentations and use expert facilitation skills 
• Maintain confidentiality 
• Be flexible and work in a team-oriented, collaborative environment 
• Ensure excellent customer service 
• Train and supervise assigned staff effectively 
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BERKELEY UNIFIED SCHOOL DISTRICT 
        Human Resources Department 

   CLASSIFICATION AND 
   POSITION DESCRIPTION 

TITLE: Site Coordinator, 
Family Engagement  

REPORTS TO: Assigned supervisor 

DEPARTMENT/SCHOOL: As assigned CLASSIFICATION: Non-Administrative  
Classified Technical 

FAIR LABOR STANDARDS 
ACT CLASSIFICATION: 
 

Non-Exempt WORK YEAR: 
HOURS: 

11 months/Calendar 5008 
7.5 hours per day or 
duty days/hours as assigned 

APPROVED: 
   Board 
   Commission 

 
04/11/12 
04/12/12 

SALARY GRADE: 
 

BCCE 
Range 50 

  
BASIC FUNCTION:  Under direction of assigned supervisor, perform a variety of moderately-difficult, technical 
duties that require excellent communication skills, and that involve frequent and responsible public contact to 
support parents, students, and staff to implement family engagement structures and practices aligned with the 
District’s plans.  Focus on creating welcoming school environments for all families; target support to families of 
focus students in need of academic, behavioral, and/or emotional support; and increase the involvement of 
marginalized parents to participate actively in the school’s leadership committees. 
 
REPRESENTATIVE DUTIES:  Incumbents may perform any combination of the essential functions shown 
below.  This position description is not intended to be an exhaustive list of all duties, knowledge or abilities 
associated with this classification, but is intended to reflect the principal job elements accurately. 
 
Essential Functions 

• Work with site staff to identify students who are not succeeding academically 
• Interview parents of the identified students to determine how best to support each family, and assist 

staff in building positive and productive relationships with families 
• Maintain ongoing communication with parents of focus students through home visits, telephone calls, 

email messages, etc. 
• Work closely with site personnel to support and monitor the progress of focus students and communicate 

this with parents 
• Serve as a member of support and intervention teams as needed 
• Collaborate with curriculum leaders to assist parents in supporting their children’s academic progress 
• Offer services to parents if student behavior and/or attendance are impeding student progress 
• Host parent forums on topics that parents identify as helpful in strengthening their ability to support 

their children academically 
• Support effective and consistent practices for home-to-school communication about school programs, 

student progress, and site-based parent programs  
• Participate in the recruitment and development of parent leaders to serve on various site and District 

leadership bodies, including but not limited to:  School Governance Council (SGC), English Language 
Advisory Committee (ELAC), District Advisory Committee (DAC), and District English Language Advisory 
Committee (DELAC) 

• Collaborate with family engagement and community partners to bring resources and services for students 
and parents 

• Engage in dialog with site personnel to increase knowledge about meaningful family engagement and 
involvement of families as volunteers to support students and school programs 

• Assist sites to involve families with their children in learning activities at home, to include homework 
and other curriculum-related activities 

• Assist parent leaders in conducting outreach to and gathering input from a broad population of parents in 
formulating, pursuing, and providing solutions that are responsive to their articulated needs and concerns 

• Work directly with sites and committees to involve parents and community in the development of the 
site strategic plans 

• Assist supervisor and staff to conduct the assessment of family engagement program 
• Assist departments on all community engagement events and activities 
• Attend job-related meetings, training, and events as assigned 

Perform related duties as assigned 
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PHYSICAL AND MENTAL REQUIREMENTS 
The physical and mental demands are representative of those that must be met by an employee to perform the 
essential functions of this classification successfully.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
Consistent mental alertness; sitting or standing for extended periods of time; lifting, carrying, pushing, and 
pulling objects up to 30 pounds, occasionally 30+ pounds; bending and twisting at the waist, reaching 
overhead, above the shoulders and horizontally; dexterity of both hands and fingers while performing duties; 
seeing to read, write and use the computer; hearing and speaking to exchange information, in person or on the 
telephone, and making presentations. 
 
WORKING CONDITIONS/ENVIRONMENT: 
Flexible work hours, including evenings and weekends; diverse office, school site and home environments; 
driving a vehicle to conduct work; fast-paced work; and constant interruptions. 
 
MINIMUM QUALIFICATIONS 
Training, Education and Experience:  Any combination of education, training and/or experience equivalent to:  
Associate of arts degree and two years of relevant experience in the parent/community organizing field 
 
Preferred:  
Bachelor’s degree 
Experience working with parents in educational programs or social justice field 
Experience with diverse, multi-cultural, school-based programs 
Experience in community organizing and/or activism 
 
Licenses and Other Requirements: 
Valid California Driver’s License and ability to maintain insurability in adherence to District’s policy 
Employment eligibility that may include fingerprints, tuberculosis and/or other employment clearance 
 
Knowledge of: 
Principles and practices of community outreach 
Strategies used in community organizing 
Parent advocacy, parent organizing, parent empowerment, and community engagement 
Facilitation and training techniques 
Correct English usage, grammar, spelling, and punctuation 
District policies, applicable sections of the State Education Code and other laws and regulations  
Methods to interpret apply and explain rules, regulations, policies, and procedures 
Collection and organization of information including electronic data 
Computer software, hardware, and related technology 
 
Ability to: 
Train parents to become effective organizers for school change 
Be an effective leader with diverse groups across race, ethnicity, religion, gender, class and sexuality 
Build relationships with parents, community, and District staff 
Approach parents in a variety of situations 
Communicate effectively orally and in writing 
Prepare presentations and use expert facilitation skills 
Prioritize responsibilities to provide timely support to schools in using a broad range of tools and activities 
Communicate clearly; understand and interpret District and other rules, policies, and procedures 
Understand and follow oral and written directions and work independently 
Work with computer software, hardware, and related office equipment and technology 
Complete work accurately and timely 
Maintain records; analyze situations accurately and take appropriate action 
Maintain confidentiality 
Organize, coordinate, and prioritize a large volume of activities, programs and services as assigned 
Identify and resolve school site and other issues in a timely manner 
Be flexible and work in a team-oriented, collaborative environment 
Ensure excellent customer service 
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