SAN MATEO COUNTY OFFICE OF EDUCATION

CLASSTITLE: BILINGUAL FAMILY COUNSELOR

BASIC FUNCTION:

Under thedirection of a Director, Educationa Services, perform avariety of specidized activitiesinvolved
in providing educationd counsding, referrd, training, trandation and assstance servicesto limited or non
English spesking familiesand low-incomefamilies of disabled children; monitor and assessfamily needsand
assig families with identifying, developing and meeting educationa gods and objectives, interview and
counsd families to facilitate entrance into various educationa programs and services.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES.

Perform avariety of specidized activitiesinvolved in providing educationd counsding, referrd, training and
assistance sarvicesto limited or non English spesking familiesand low-incomefamilies of disabled children;
coordinate programs and services to enhance opportunities and success for identified children.

Serve asaliaison between the County Office, community resources, school didtrictsand familiesto facilitate
student and family accessto education programs and services, provideinformation and materidsto parents
to assigt in thelocation and utilization of community services and resources, notify saff and adminisratorsof
pertinent student and family issues, information and concerns.

Monitor, assess and identify the needs of children and families, assst familieswith developing and meeting
educational goals and objectives;, assst parents with completing program forms and gpplications as
assigned; refer familiesto educational programs, services and community resources according to identified
needs; refer families to medica and socid services and resources.

Advise families concerning practices, procedures and techniques involved in enhancing the success and
opportunities available to their children; collaborate with County Office personne, outside agencies and
community resources in meeting the needs of families, counsd families to facilitate access to educationa
programs and services such as specid education and early childhood education.

Serve asatechnical resourceto families, outsde agencies and the public concerning educationa programs
and services, respond to inquires and providetechnicd training and information concerning related systems,
practices, standards, requirements, resources, processes, policiesand procedures; provide grief counsdling
as needed.

Interview and counsel families during the intake and assessment process; consult families concerning the
intake and assessment process; providetechnica guidance to enhance family understanding of the education
systemn; conduct home visits as needed.
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Trandate communications between County Office personnd and limited or non-English spesking families,
serve as an interpreter for conferences, telephone calls and meetings as needed; trandate, prepare and
distribute written correspondence as necessary.

Provide training and advisement to certificated saff concerning the cultural and socia aspectsof limited or
non English spesking familiesand low-incomefamilies of disabled children and reated educationd issuesas
directed.

Develop, implement and conduct parent educetion classesasrequired; prepareand deliver ora presaiaion
concerning educational programs, systems and services, conduct employee in-services as assgned.

Egtablish and maintain contact with families; assst with planning and implementing avariety of educationa
and support activities to meet the reeds of students, children and families; advise parents concerning
methods for working with socid services to meet children needs.

Provide training and education to families concerning child disabilities and related needs and issues.

Operate a variety of office equipment including a copier, fax machine, computer and assigned software;
drive avehicle to conduct work.

Research, assemble and compile a variety of educationd information related to assgned families and
activities.
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Operation of a computer and assigned software.
Ord and written communication skills
Basic public relations techniques.

ABILITY TO:

Perform a variety of specidized activities involved in providing educationa counsding, referrd, training,
trandation and assstance sarvices to limited or non English spesking families and low-income families of
disabled children.

Serveasaliason between the County Office, community resources, school districtsand familiesto facilitate
student and family access to education programs and services.

Monitor, assess and identify the needs of children and families

Ass¢ families with developing and meeting educationa gods and objectives.

Refer families to educationa programs, services and community resources according to needs.
Interview and counsd families during the intake and assessment process.

Read, write, trandate and interpret English and a designated second language.

Assg with planning and implementing avariety of educationa and support activities to meet the needs of
Sudents, children and families

Meset schedules and time lines.

Work independently with little direction.

Observe hedth and safety regulations.

Communicate effectively both oraly and in writing.

Egtablish and maintain cooperative and effective working relationships with others.

EDUCATION AND EXPERIENCE:

Any combination equivaent to: bachelor’ s degreein psychology, sociology or related field and two years
experience working with students or familiesin asocid services or educationa environment.

LICENSESAND OTHER REQUIREMENTS:
Vdid Cdiforniadriver’ slicense.
WORKING CONDITIONS:

ENVIRONMENT:
Indoor work environment.
Driving avehicle to conduct work.

PHY SICAL DEMANDS:

Dexterity of hands and fingers to operate a computer keyboard.
Sitting or standing for extended periods of time.

Seeing to read avariety of materids.

Hearing and spesking to exchange information.
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