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Family Worker
Job Description

Reports to:  Family Partnership Coordinator
Employment Classification:  Non-Exempt


Updated:  June 2019

JOB SUMMARY:  The Family Worker is the liaison between parents and the Head Start program as well as between community resources and the family.
Essential Job Functions:  

	· Implement and maintain the on-going recruitment process of applications for enrollment in the Head Start Component.

	· Promote community awareness of low-income families and advocate for the needs of the low-income population.

	· Provide case management services to enrolled families.

	· Visit each family with a scheduled home visit to cover educational, cultural, or career objectives according to the frequency warranted by families.  

	· Demonstrate supportive behaviors toward families and build on their strengths and encourage them to expand their network of support by Utilizing a Family Partnership Process for each family to include referrals, follow-up, emergency assistance, and any other service needed.

	· Evaluate parent interest and needs and assist in developing and implementing a plan of parent education activities and special parent events based on this assessment.

	· Assist in organizing workshops, Parent Meetings, and assist in recruiting parents for the Policy Council.

	· Serve as a team member on an interdisciplinary team of professionals; Participate in Family Reviews, Case Conferences, and in all appropriate discussions on families.

	· Complete and maintain all family records, including Family Partnership Agreements, Health Tracking and information, and work to ensure the confidentiality of records.

	· Follow-up on children’s irregular attendance or on absences.

	· Assist families in arranging medical and dental appointments and any needed follow-up services.  Provide transportation to these appointments on an as-needed basis, meeting the needs of the family.
· Responsible for ensuring the assigned in-kind goals are met throughout the program year and recorded in COPA.

	· Timely recordkeeping including monthly reports and all other reports as assigned.

	· Assist in classroom duties on a regular basis.  Communicate regularly with teachers regarding the development of each child in order to be able to discuss each child’s progress, including strengths and concerns, with parents.

	· Responsible for notifying parent(s)/guardian(s) of children enrolled in Head Start of any emergency closings on or before day of closing.

	· Attend and participate in meetings and training, including evening meetings and out-of-town travel.

	· All other duties and responsibilities as requested by the Family Partnership Coordinator or Early Childhood Director.


Supervisory Responsibilities:
This position does not have any supervisory responsibilities.  
Qualification Standards:
The Family Worker must have the following minimum qualifications:

· High school diploma required and must enroll in and complete a Family Service Credentialing Program such as the Family Development Credential program or Head Start Family Service Credential program within 18 months of hire, or obtain a degree in social work, human services, family services, counseling or a related field within 18 months of hire.
· Associates’ degree in Human Services or a related field preferred.
· Must have at least two years experience in community work either as a volunteer or paid employee.
· Ability to recognize and understand the causes of poverty and the conditional and environmental effects of poverty.
· Must be able to communicate effectively.

· Must be well organized, able to write and keep detailed, accurate records.
· Ability to work independently and as part of a team.

· Ability to relate to all socio-economical segments of the community and work well with both professional and non-professional individuals.

· Must have reliable transportation and a clean and valid NYS driver’s license.
Equipment, Machines and Software Used:
· Ability to operate a computer, printer, telephone, photocopier, and fax machine.
· Basic personal computer skills that include the ability to send/receive –mail messages, post information to a data base or spreadsheet, and perform basic word processing, bookkeeping, and/or data entry.  

Physical and Mental Requirements:
· Ability to exert up to 50 pounds of force occasionally and/or a negligible amount of force constantly to move objects.

· Close mental and visual attention required to perform work dealing primarily with preparing and analyzing data and figures, performing accounting work, using a computer terminal, and/or extensive reading.

· While performing the duties of this position, the employee is regularly required to sit for extended periods of time, stand, walk, talk, hear, reach, use hands to finger, grasp, handle, or feel, and perform repetitive motions of hands and/or wrists.
Environmental Conditions:
· There is no exposure to adverse environmental conditions.  Work is performed in a typical office work environment with frequent travel for home visits during work hours.
· May be exposed to contagious or infectious diseases (i.e. blood, bodily fluids, and pathogens.) 

Employer’s Disclaimer:
· All requirements are subject to possible modification to reasonably accommodate 
individuals with disabilities.

· This job description in no way states or implies that these are the only duties to 
be performed by the employee occupying this position.  Employees will be 
required to follow any other job-related instructions and to perform any other job-
related duties requested by their supervisor.  Furthermore, the company reserves 
the right to add to or revise an employee's job duties at any time at its sole 
discretion.

· This document does not create an employment contract, implied or otherwise, 
other than an “at will” employment relationship.
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