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Job Description

	Position Title:
	Educational Advocate
	Updated by:  Claire Sabourin
	

	Department:
	Support
	Updated: 7/17/2019
	

	
	
	
	

	Reports to: 


	Director of Educational Advocacy
	HR Dept. Approval: 07/17/2019
	

	For Compensation Use Only
	
	

	FLSA STATUS:
	Full Time - Exempt 
	
	

	
	
	
	

	
	
	
	


SUMMARY OF POSITION:

The Foster & Adoptive Care Coalition offers Educational Advocacy services to foster and adoptive families.  Youth in foster care are frequently behind in school due to the trauma they have suffered, educational neglect, or multiple placement disruptions. The Education Advocate will provide education support and advocacy to foster and adoptive children and their families as well as the professionals and school staff who work with these children and families.

Educational Advocacy focuses on the achievement of the following educational goals: 
· Appropriate school placement

· Evaluation for special education

· Implementation of existing educational plans
· Uphold the disciplinary rights of students
· Connect student to behavioral, emotional, or mental supports necessary for educational success
ESSENTIAL FUNCTIONS & RESPONSIBILITIES: 
· 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 of the child 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 (e.g. IEP meetings, informal school conferences, diagnostic staffing and manifestation hearings) as it relates to supporting the child and family to reach the ESP goals. Majority of meetings should be attended in person.
· 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.
· Respond to communication from families and professionals in a timely manner.
· Write monthly reports as necessary.

· Navigate various software packages to accurately obtain, collect, and track program outcome data in a timely manner as required by the funder 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.
· Request, review, and analyze other relevant documentation (e.g. Psychological Evaluations, Court Reports).

· Complete monthly billing sheets timely, accurately and in accordance with funding requirements as required by the funder and/or the Foster & Adoptive Care Coalition.

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

· Follow procedures for meeting with, calling, and consulting supervisor.

· Participate in team and agency meetings and/or individual professional consultations. Majority of these meetings should be attended in person.
· Complete internal referrals to agency services such Family Works, Little Wishes, and support groups, etc.
· Keep work calendar current and maintain records.
DEPARTMENT SPECIFIC/NON-ESSENTIAL FUNCTIONS:

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

· Complete assigned office tasks.

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

· Other duties as assigned.
· Participate in agency functions, and activities as required.
MINIMUM REQUIREMENTS: 

	Education:
	

	Master’s degree in Special Education or related field preferred
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 various software packages, fax and copy machine, and cell phone.  
· Car and valid driver’s license and insurance required.
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.

· Behaves with integrity, demonstrates high ethical standards, and displays a positive image of the Foster and Adoptive Care Coalition.

· Acts in a professional manner at all times and maintains appropriate boundaries with children, families and staff. 

· Demonstrates accountability for results and keeps commitments to others.

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. 

Physical Demands:

While performing the duties of this job, the employee is regularly required to communicate effectively.  The physical requirements of this job includes: sitting, standing, walking, climbing stairs; lifting up to 25 lbs., pulling and/or pushing on occasion.

Working Conditions:

This position entails work in the office and community. This position requires use of personal car for local travel to multiple school sites, client homes, and other community organizations. The Coalition office is considered home-base.  This is a full-time position and the primary hours and days of work are Monday-Friday, 8 AM – 4 PM. Some early morning, evening, and occasional weekend hours may be necessary. This job operates in a professional office setting (when not performing program field work), which is considered home-base. 
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.

Job Description Acknowledgement

I have received, reviewed and fully understand the job description for a Project SOAR Placement Coordinator.  I further understand that I am responsible for the satisfactory execution of the essential functions described therein, under any and all conditions as described. 

Printed Employee Name  
                                                                     
Date  _____________

Employee Signature  







Foster and Adoptive Care Coalition is an Equal Opportunity Employer
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