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Job Description 
JC# 1513 

ATTENDANCE LIAISON 
 
 
OVERALL RESPONSIBILITY 
 
Under general supervision, investigate and resolve school attendance and student welfare problems through interaction 
with students, school personnel, families and community resources. 
 
 
SPECIFIC RESPONSIBILITIES 
 

1.  Contact parent/guardians and/or make home visits to resolve problems of student attendance and welfare.  E 
 
2.  Deliver school or district information to families as requested by Director II, Child Welfare and Attendance or 

designee.  E 
 

3.  Maintain records of parent-guardian/student contacts and follow-up memorandums to determine the degrees of 
improvement in student attendance.  E 

 
4.  Utilize general knowledge of compulsory school attendance laws and district procedures.  E 
 
5.  Provide general information about community resources and agencies to families.  E 
 
6.  Refer students with habitual attendance problems to the Director II, Child Welfare and Attendance or designee.  E 
 
7.  Provide assistance to the District’s School Attendance Review Boards as necessary.  E 
 
8.  Provide staff members information on student’s home and community environment and its effect on student 

attendance and performance.  E 
 
9.  Participate in department staff meetings.  E 
 
10.  Maintain confidentiality of student records and information.  E 
 
11.  Complete reports as required.  E 
 
12.  Utilize technology as appropriate to the position.   
 
13.  Communicate community concerns to appropriate District administrators.  E 

 
14.  Maintain a valid California Driver’s License.  E 
 

15.  Maintain participation in CA DMV Assessment System/Automatic Pull Program.  E 
 
16.  Assist and facilitate SART meetings as requested.  E 
 

17.  Effectively communicate and maintain cooperative relationships with those contacted in the course of work. 
 

18.  Perform other related duties as assigned. 
 
 
SALARY 
 
Classified Unit Salary Schedule 
 
 
 
 



 
ATTENDANCE LIAISON (continued) 
 
 
QUALIFICATIONS 
 

Knowledge/Ability 
Minimum Requirements: 

Knowledge of diverse cultures and ethnic groups. 
Knowledge of interviewing and counseling techniques. 
Knowledge of effective communication styles and techniques. 
Knowledge of attendance laws, policies, and procedures. 
Ability to work with students whose primary language is other than English. 
Ability to maintain records without close supervision. 
Ability to understand and implement oral directions and directions written in English. 
Ability to effectively communicate and maintain cooperative relationships with those contacted in the course 

of work. 
 
 
Experience 

Minimum Requirement: 
Successful experience working with children. 

 
Desirable Qualification: 

Experience working with minority children and adults. 
 
 

Education 
Minimum Requirement: 

High school Diploma or General Education Development (GED) Certificate or California High School 
Proficiency Examination (CHSPE) Certificate. 

 
  

License/Certificate 
Minimum Requirements: 

Valid California Driver’s License. 
Must provide a DMV printout within five (5) work days of offer of employment. 

 
 

Physical Characteristics 
With or without the use of aids: 

Sufficient vision to read small print. 
Sufficient perception to identify colors. 
Sufficient depth perception to relate the distances between objects. 
Sufficient hearing to hear normal and telephone conversations. 
Sufficient hearing to follow directions. 
Ability to speak in an understandable voice and with sufficient volume to be heard at a normal conversational 

distance and on the telephone. 
Sufficient dexterity to use hands and fingers to print or write legibly, complete basic records and worksheets 

and operate telephone. 
Sufficient lower body strength, stamina and mobility to sit, stand, kneel, walk, stoop, site, bend and extend 

legs for prolonged periods of time. 
Sufficient physical ability, strength, mobility and stamina to move, lift, push/pull or carry objects which may 

frequently exceed 25 pounds. 
Sufficient physical ability, strength, balance, mobility, and stamina to climb stairs. 
Sufficient physical ability to stand on feet for prolonged periods of time. 
Sufficient physical ability, strength, mobility, and stamina to drive a vehicle. 
Sufficient physical ability to reach horizontally and vertically with arms. 

  
 
 
 



 
ATTENDANCE LIAISON (continued) 
 
 
REPORTS TO: 
 
Director II, Child Welfare and Attendance or designee 
 
 
Board Approved: 2/11/97 
 
Reclassification/Equity Adjustment Review Committee Revised and Approved:  2/23/17 
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