
Job Title: Title III LEP Program Support Paraprofessional/ Wage/Hour Status: Non-Exempt 
DOI Curriculum Admin Asst. 
Split Funded  (Title III 40% and 60% local) 

Reports To: Executive Director, Instructional Support Pay Grade: 

Dept. /School: RL Anderson Date Revised: 

CP5/226 days 

2/01/19 

Primary Purpose: 

Support the Language Acquisition and Department of Instruction programs by creating a 

welcoming environment for parents; work with the schools and administration to ensure that 

district-wide goals are met; work with the Executive Director to identify parent and related school/

community issues to see that they are addressed in a timely manner; assist the departments with 

implementing an effective supplemental staff development program; organize events, activities, 

and materials to support all participants in the programs. Serve as Administrative support for the 

Language Acquisition department/office. 
Qualifications: 

Education/Certification: 

Two years of study at an institution of higher education [defined as completion of 48 semester 
hours (or equivalent trimester hours) of college coursework or an applicable number of semester 
hours as defined by the institution of higher education attended, whichever is less]; or 
An associate’s degree or higher; or 

Meet a rigorous standard of quality and can demonstrate, through a formal state or local 
academic assessment – 
Knowledge of, and the ability to assist in instructing, reading, writing and mathematics 

Special Knowledge/Skills: 

Proficient skills in keyboarding, word processing, and file maintenance 
Communication & interpersonal skills necessary to work effectively with parents, staff and 
community 
Basic math skills 
Ability to use personal computer and software to develop spreadsheets and databases and do 
word processing 
Bilingual English and Spanish (reading, written, and spoken)  

Experience: 

Three years of office experience, preferably in a public education environment 

Major Responsibilities and Duties: 

Administrative: (20% Title III and 20% Other) 

1. Prepare correspondence, forms, reports, etc., for the department head and other department

staff members using personal computer and typewriter.

2. Compile pertinent data as needed when preparing various state and local reports.

3. Maintain physical and computerized departmental files.

4. Perform routine bookkeeping tasks, including simple arithmetic operations, for the department.

5. Assist with the preparation of purchase orders and payment authorizations.

6. Monitor and process personnel time records including leave requests and reports; compile

information and submit to central office.

7. Maintain departmental records as needed.

8. Answer incoming calls, take reliable messages, and route to appropriate staff.



9. Receive, sort, and distribute mail and other documents to department staff.
10. Enter and ensure accurate LEP status and BE/ESL program PEIMS student data.

Parental Involvement: (10% Title III and 20% Other) 

11. Answer parents’ questions regarding the programs and qualifications.
12. Assist in orienting parents to the school system and community.
13. Assist with parental involvement activities and parent communication as deemed appropriate by

the supervisor.
14. Serve as a liaison between the school and the parent/families of the school.
15. Serve as a liaison between the schools and central office.
16. Travel to campuses to assist with parent issues and concerns as necessary.

17. Assist with coordinating the adult ESL classes as directed.

18. Assist each campus as assigned with organizing & planning parent meetings at least 3
times a year.

19. Create bilingual outreach materials for parents such as flyers about activities.

Staff Development:  (10% Title III and 20% Other) 
20. Assist in preparing supplemental staff development to support the programs.
21. Keep accurate records of campus participation in staff development.
22. Assist with travel arrangements for supplemental professional development.
23. Work with the lead teachers to ensure that district-wide goals are met.
24. Support the supplemental Teacher Facilitators in their job duties.

Other: 

25. Maintain confidentiality of information.
26. Maintain signed annual job description and time and effort document each semester as 

required for the federal portion of the position approved in the consolidated application for federal funding.
27. Abide by the policies put forth in the MISD Employee Handbook.

28. Other duties as assigned.

Supervisory Responsibilities: 

None 

Equipment Used: 

Personal computer, typewriter, printer, calculator, copier, and fax machine. 

Working Conditions: 

Mental Demands/Physical Demands/Environmental Factors: 

Work with frequent interruptions, maintain emotional control under stress. Repetitive hand motions; 

prolonged use of computer. Frequent in-district travel. Must have reliable transportation. 

The foregoing statements describe the general purpose and responsibilities assigned to this job and are 
not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required. 
Title III funded positions may perform no duties outside the intent of the Title III program. 

Approved by Supervisor Date 

Reviewed by Employee Date 

Mansfield Independent School District 




