
LOWELL PT]BLIC SCHOOLS
Henry J. Mroz Central Administration Offrces

155 Menimack Street
Lowell, MA 01852

Tel: 978-674-2162
E-Mail: jhall@lowel1.k12.ma.us

To Superintendent
From: Chief Operating Officer
Re: Approval of Job Descrþions and Permission to Post
Date: February 1,2024

Approval of Job Descriptions and Permission to post:
-McKinney-Vento Liaison for Transportation (full-time)
-Assistant FRC Coordinator/Student Assignment Specialist

The above job descriptions were presented to the Human Resources and Labor Relations
Subcommittee. I request that they be placed on the regular agenda for consideration
where the subcommittee's recommendations and votes can be reviewed and decisions can
be made by the Lowell School Committee.

Permission to post .4 and .6 positions:
I request that the School Committee authorize you to post .4 and .6 positions for already
approved positions if candidates are willing to work in part-time positions. For example,
a .6 Social'Worker would receive .6 of the pay and benefits of a fuIl-time position.



McKinney-Vento Liaison for Transportation (p*r+tuH-titne, 4{-+ee¡'lcP+si{i+n-12 month;

grant funded)

JOB DESCRIPTION

The McKinney Vento Homeless Erlucation glant focuses on Lowell's hotleless, doubled up and

unaccompanied youth popr-rlation. The goaI of tl'Le grant is to provide support to homeless

stuclents; education, outreach and resources to parents; antl training and support tbr teachers and

related staft'. This posirion will specifrcal[y sripport the districi's McKinney-Vento stafTwith

transportation requests ancl provide oversight for homeless transportatlon-

QUALIFICATIONS:

. High School diploma; Bachelor's degree prefenecl

. Valid Massachusetts driver's license
o Excellent ve¡bal and written cotnmunication skills
e Strong organizationalskills; attentive to cletail.

n Experience in school transportation
. K¡owledge of area tmnsportation pt'oviders for school chiidrçn
o ExperierLce working with lromeless tàmilies r,vith children
. Experience wirh Office and Google Suites and lransportation soflware such as Versatrans.

o Understanding of the McKinney-Vento Edr-rcational Act
o Preference will be given to candidates who are bilingual
o Must be wilLing to work flerible hours; afternoons, eveuings' and/or weekeuds

PERFORM ANCE RESPONSIBILITIES :

The McKinney-Vento Liaison tbr Transportation will be responsibLe for supporting the

implernentation of the McKinney Vento Homeiess Education Grant including but not liLlited to:

" processing aud submitting to local vendors ffansportation rcquests for homeless studeuts (e'g

students in out of district shelters rvho attend school of origin in Lowell)

o Monitoring hoLueless transportation requests to local vendors and lrack the tumaror-lnd time

for such requests " Commrmicate with McKinney-Vento Liaisons and homeless families

transportation inf,ormation (e.g. starl dateltime for transportation reqriests)

' Processing and submitting cost shares with other districts as needed

, process and maintain all driving contracts entered inlo with homeiess families

o Order" distribute and track disiribution of LRTA day passes ancl Charlie Cards

o ColLaborate with the Transportation Department to ensure they are aware of all add¡ess

changes tbr homeless famiiies.
n Coilaborate with the Transportation Deparhnent to improve tracking of homeless

h-ansportation costs. . Service homeless walk-in lamiLies in the Family Resource Center

re garding transportation questions

o Ensure bus passes for homeless families ale processed and ready fbr start of school'

o Coorclinate Summer School tlansportation as needed for homeless families



Reports to: Family Resource Center Coordinator / ñ[cKinnc,v \,"ento Í-iais,;n

Ett'ective Date o f Employrtent: I mmc-d iatr. l v

Salary: @545,000-5 -i 5,0{l



(FTNAL VERSTON)

Assistant FRC Coorclinator/Stud"ent Assignrnent Specialíst (ftrll-tirne' i2 rnontlis)

JOB DESCRIPTION

The Assistant FRC Coordinator supports the work of the Farnily Resource Center with a tbcus

o¡ inrplementing the assignment procedures relating to high school and pre-K assignment.

Aclditionaily, thã Assistant Coo¡dinator will assist lhe FRC coordinator in monitoring data entry

and coord,iriating the other deparlments such as heath. transportation, special education and

McKinney Vento to suppoil tirnely student placement.

QUAIIFICATIONSi S KTLLS :

e Bachelor's degree in educatiou or related tield
o Minimum of five (5) years related work expedence

a Sh-ong or-ganizational skills and the ability to prioritize, rnanage and catry out duties

etficiently and withiri established time frame

o Experience in data management t'or continuous improvemetlt pianning.

' Well-developed knowiedge of and skiliat using computer-aidsd office soflware and

special applications for storing and retrieving student infomration

¡ Ability to speak and/or write in languages other than English are preferred

. Ability to maintain conhdentiality of recr:rds and information

. K¡owledge of str.rdent registration and academic requirements

e Outstanding interpersonal and commrLnity relations skills; MLrst be able to interact with a

ciiverse range of fònnai and infoimal contacts lvith courtesy and patience

. Abilíty to provrcle professional ciirection, guic'lance and counsel to sludents and t'arnilies

,.gurding various higli school progïams and alternatives (ie. GED, Youthbr-rild, eTc.)

e Experience working in a K- 12 schooI district or public agency is preferred

u BilingLral/bi-li¡erare skilLs in a high incidence language of the district (Spanish,

Portuguese, Khmer) Preferred

PERFORMANCE RES PONSIB ILITIES :

. Maintain accruate records of all student assignments sr"rlrject to the Studen| Assignment

policy in High School and assist with PreK tbr children who are newly entering the

Lowell Public Scirools

' Assist in rnonitoring all regislrarions of students in High School and Pre-K in the Lowell

Public Schools

. Maintailì contact r,i.ith the Coordinator of Student Support Services regarding new

shrdents enrolling grades 9-12 at Lowell High School

o lvlaintain conract with the Coordinator of Early Chitdhood regarclíng new studetrts

applying for futl-day, half-day and communily partner full-clay programs



c

o

Assist the FRC coordinator in the collection of all intbrLnation necessary for the

developmeLrllmaintenance of a cornplete s[rdent database that includes lracking
demogtaphic data as we1las formulating eruollment ptojections

Assist the FRC coordinatol in rnakìng parent rÈsource material available in multiple
languages to meet the needs of our diverse populations. responsibilities for the purpose of
achieving outcomes in relation to strategic objectives and ensuring cornpliance with legal,

financial and district requirements

Work closety with ancl perform other duties as assigned by the FRC coordinator for the

purpose of ensuring the effìcient and effective functioning of the Family Resource Center

including the management of FRC support staff.

o

REPORTS TO: Family Resoulce Center Coordinator

SALARY RANGE: LSAA- to be negotiated


