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Job Description

	Position Title:
	Educational Advocate
	Prepared by:  Trish Taddeucci
	

	Department:
	Support
	Updated: 6/22/18
	

	
	
	
	

	Reports to: 


	Director of Educational Advocacy
	HR Dept. Approval: 
	

	For Compensation Use Only
	
	

	FLSA STATUS:
	Exempt 
	
	

	
	
	
	

	
	
	
	


SUMMARY OF POSITION:

The Education Advocate will provide education support and advocacy to foster and adoptive children, families and the professionals and school staff who also work with these children and their families.

ESSENTIAL FUNCTIONS:

· Assess the educational needs of the child referred for Educational Advocacy service through communication with the child, their family, the child’s Family Support Team (FST) and school professionals.

· Collect data through observations in the school setting.

· Partner with the child and his/her family to develop education goals and write an Education Service Plan (ESP).  

· Attend and actively participate in meetings (i.e. IEP meetings, informal school conferences, diagnostic staffing and manifestation hearings) as it relates to supporting the child and family to reach the ESP goals.  

· Communicate and follow up with the child, the parents/caregivers and the child’s professional team in order to coordinate services, monitor progress and support the child to reach or maintain successful completion of the ESP goals.  

· Write monthly reports and keep outcome data up to date as required by the funding grant and/or the Foster & Adoptive Care Coalition.

· Provide wraparound services by cultivating and networking with resource and referral services and supports within the community (i.e. after school programs, family court, summer camps, tutoring services).  Link children and families to such services and supports.

· Partner with St. Louis Metro area and surrounding area schools to develop a positive working relationship while sharing trauma-informed educational practices with school staff and parents.
· Utilize knowledge of Special Education processes and laws and child development as it relates to education to partner with the child and their family to advocate for the educational needs of the child as well as to educate the parents/caregivers to self-advocate for the child.  

· Visit with the child and family at school and in-home; partner with them to address in-home issues that relate to educational concerns (i.e. homework routine, text books not sent home, after school programs).

· Support the family and/or FST to obtain make-up school work for reasons such as illness or suspension.  

· Partner with the child and family to prepare for upcoming school meetings and hearings (i.e. review goals, outline information to be shared and questions the family may have).

· Prepare letter templates (i.e. to request a Special Education evaluation or an IEP meeting) and share with families and/or FST’s as appropriate.  

· Request and review educational records as it relates to supporting the child and family to reach the goals of the ESP.

· Complete monthly billing sheets.
· Complete thorough and professional documentation (i.e. intake forms, progress and activity notes, progress maintenance plans and closing summaries).

· Follow procedures for calling and consulting supervisor.

· Participate in team and/or individual professional consultations.

· Complete internal referrals to agency services such Family Works, Little Wishes, Training Extravaganza’s and support groups, etc.
DEPARTMENT SPECIFIC/NON-ESSENTIAL FUNCTIONS:

· Answer and respond to phone calls, emails, and inquiries regarding the Coalition and/or Family Works services.

· Keep work calendar current and maintain records.

· Participate in agency meetings, functions, and activities as required.

· Complete assigned office tasks.

· Complete ongoing education and training as approved by or assigned by supervisor.

· Other duties as assigned.

MINIMUM REQUIREMENTS: 

	Education:
	

	Hold a Master’s degree in Special Education or related field

Experience:
	

	5 years experience navigating the education system—Special Education involvement is ideal 
Preferred Skills/Qualifications:

· Knowledge of general best practices, policies, laws and procedures.

· Ability to communicate verbally and in writing with children, families and professionals.

· Ability to collect and integrate relevant data, and resources.

· Ability to successfully engage children and families and support them regarding educational concerns.

· Ability to identify, work with, and refer to wraparound services and supports in the families’ communities.
· Ability to build rapport and relationship with children and families during face-to-face meetings and phone contact. 
· Ability to critically assess educational strengths and concerns.  
· Ability to use typical office computer programs (i.e. Microsoft Outlook and Word), fax, copier and cell phone.  
Additional Skills/Competencies necessary to carry out services to the service population’s culture and socio-economic characteristics:

· Must be able to provide own transportation and ability to drive within the Metro St. Louis Area and surrounding areas.

· Ability to transport children and/or families occasionally.

· Must be able to provide services in a variety of settings (i.e. family homes, schools and in the community) and cope with a variety of circumstances within those settings (i.e. pets, distractions, conditions that differ from one’s own environment).

· Must be able to provide services in an inclusive and values neutral fashion.

Organizational Relationships/Scope:

This position reports to the Director of Educational Advocacy. Collaborative consultation will be sought from all program teams, including but not limited to Educational Advocacy, Extreme Recruitment, 30 Days to Family, 30 Days to Lifelong Connections, and Family Works. 

Working Conditions:

This position entails work in the community and office.  Primary work schedule occurs Monday-Friday. Some early morning, evening, and occasional weekend hours may be necessary.     

Disclaimer:  

The above statements are intended to describe the general nature and level of work being performed by employees assigned to this classification.  They are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of employees assigned to this position.
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