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WI FACETS JOB ANNOUNCEMENT

PARENT INFORMATION SPECIALIST - Milwaukee
REPORTS TO:  
Milwaukee Project Director
HOURS:

.5 FTE (20 hours/week), 12 months, salaried bimonthly, exempt

LOCATION:  
WI FACETS’ Milwaukee office: 95%

TRAVEL:

Statewide and National travel:  5%

SUPERVISES:
Parent Leaders, Interns and Volunteers

DESIRED QUALIFICATIONS:
· Bachelor’s degree.

· Bilingual (Spanish/English)

· Parents/family members of children with disabilities and individuals with disabilities encouraged to apply.

· Experience working with families/children with disabilities in an advocacy, guidance or counseling role, as in community service/human service/social service. 

· Demonstrated connections with community agencies, especially those providing services to 

underserved and minority communities.
· Demonstrated experience providing high quality training to parents/families and school professionals (as, special education-related and disability-related topics).

· High degree of cultural competency.

REQUIREMENTS:

· Associate degree. 

· Ability to provide phone support on a fixed schedule during business hours. 

· Ability to work legally in the U.S.

· Demonstrated knowledge and understanding of education laws, procedures and resources (as, IDEA, WI Chapter 115 and PI 11, Child Find, ESEA, Title I, Section 501, FERPA, ADA, and other education and disability-related laws related to children with disabilities).

· Demonstrated oral communication skills - ability to effectively communicate and collaborate with a diverse array of individuals, groups, and co-workers.

· Demonstrated accurate, professional written communication skills (such as, email correspondence and other business communications; published newspaper articles, blogs, newsletters, PR information, etc.)

· Demonstrated use of creative problem-solving/early conflict resolution skills. 

· Demonstrated understanding of issues affecting underserved Milwaukee families, including families of children with disabilities.

· Ability to maintain strict confidentiality.

· Demonstrated strong computer skills, including significant experience with Microsoft office suite, internet-based programs, e-mail, and database programs.

· Demonstrated ability to keep timely, accurate records and maintain required project data.
· Demonstrated ability to work independently, prioritize work, maintain attention to detail.

SPECIFIC DUTIES AND RESPONSIBILITIES:

The Parent Information Specialist-Milwaukee is the first point of contact primarily for parents, youth, and professionals in the Milwaukee area who have questions or who are seeking information.   

· Provide timely, accurate telephone and e-mail information and referral assistance (I&R) to parents, professionals and others regarding special education procedures and resources for children with disabilities ages birth through 26 years.

· Provide a limited amount of one-to-one support to families at IEP/IFSP meetings, mediations, and/or facilitated IEPs using technology (telephone, videoconference, etc.)

· Promote, plan and conduct a limited amount of direct training to parents/family members, professionals, organizations.
· Provide individual assistance to parents (individual training, advocacy, review of records, meeting preparation, etc.) by telephone, email, and e-group.

· Identify, develop and disseminate culturally appropriate, parent-friendly informational project materials, products, resources (as, vetted project materials, workshop flyers, etc.), including via email, postal mail, and exhibits. 

· Refer prospective parent leaders from Milwaukee to Parent Services Coordinator and assist with support/mentorship of Parent Leaders, volunteers and interns as needed. 

· Refer requests for exhibits and training to Milwaukee Project Director.  

· Promote/publicize WI FACETS’ culturally-relevant community-based Milwaukee support groups to parents/families to increase their knowledge, skills and confidence related to parent involvement, special education legal and informal processes in MPS, including referral.

· Coordinate with and support Parent Information Zone Specialists as required. .

· Represent WI FACETS on task forces and planning committees as assigned dealing with MPS, 

      parent involvement, child find, and other IDEA-related issues
· Accurate, timely data collection and recording of required project records, evaluation activities 

· Develop and maintain relationships with parent, school and community groups serving culturally diverse communities and children with disabilities in Milwaukee (including the MPS Parent Center staff).

· Coordinate with supervisor to identify Milwaukee issues and data trends.

· Work within budget allotment.

· Attend all WI FACETS’ staff meetings and required project-related webinars/conferences. 
· Other duties as may be required.

COMPENSATION
                                                                                    START DATE

Commensurate with experience within salary scale. 
                                  August, 2012 (or before)

REQUIRED PRIOR TO HIRE

· Reference check. Police background check. Proof of residency.

BENEFITS

· Health Flex Spending Account with an employer match.

· Option to participate in Simple IRA retirement plan with employer contribution for eligible employees. 

· Option to participate in an Aflac Dental Plan and Short Term Disability.

APPLICATION – DUE JULY 23, 2012

Send application, resume, police background check form, and cover letter sent to: 

WI FACETS, 600 W. Virginia Street, Suite 501, Milwaukee, WI 53204

OR Fax:  414-374-4655

QUESTIONS

Please direct to: 877-374-0511

In accordance with the ADA, the above is intended to summarize the essential functions of and requirements for the performance of this job. It is not meant to be an exhaustive list of miscellaneous duties and responsibilities that may be requested in the performance of this job.  WI FACETS is an equal opportunity//affirmative action employer committed to having a diverse work force.  Members of minority groups and persons with disabilities are strongly urged to apply. 
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