
WAHLUKE SCHOOL DISTRICT #73 

                                                       JOB POSTING/DESCRIPTION 

  

POSITION TITLE:   Migrant & Bilingual Program Assistant 

CLASSIFICATION:  Classified, non-exempt position; non-union representation 

REPORTS TO:          Migrant/Bilingual Program Coordinator/TOSA; Grants Program Director 

  

Basic Function: Assist the Migrant/Bilingual Programs TOSA with Migrant and Bilingual Education programs, 

development, evaluation, and enhancement.  Assist in monitoring program compliance.  Full time, year around 

position, vacation, medical benefits provided. 

Specific duties include, but are not limited to the following: 

 Collaborate with Migrant/Bilingual Programs TOSA to ensure that high- quality instruction for English language learners 
and migrant students is an integral part of the K-12 instructional program. 

 Collaborate with Migrant/Bilingual Programs TOSA, migrant and bilingual staff and other stakeholders to plan, 
implement, and evaluate grant programs. 

 Consult with buildings on the implementation and documentation of Migrant, Title III, and TBIP grant requirements. 

 Enroll/withdraw all eligible migrant students into the MSIS according to state adopted procedures and maintain up to 
date information as students leave from and return to school. 

 Start/End LEP services in Skyward according to district adopted procedures. 

 Develop and coordinate parent meetings and PAC meetings in collaboration with MEP staff and core PAC officers. 

 Facilitate core PAC officer meetings 

 Work with building secretaries and home visitors to ensure that eligible migrant children are identified and enrolled in 
MSIS. 

 Work with EL Advocates to ensure that eligible ELs receive the language screener according to state and district adopted 
procedures. 

 Assist in setting up and coordinating health screenings and physicals for migrant students. 

 Process all incoming and outgoing correspondence dealing with migrant/bilingual records. 

 Work with teachers, aides, counselors, principals and migrant/EL advocates to ensure that all educational data, such as 
secondary and supportive data is entered. 

 Assist with planning and student notification for summer school and other program offerings as needed. 

 Provide information and answer questions for parents about services for eligible migrant/EL students. 

 Facilitate monthly meetings with migrant staff. 

 Assist with tasks for the overall operations of the Migrant/Bilingual office. 

 Treat all student records and information as confidential and private. 

 Perform other such duties as required. 
Qualifications: 

 Bilingual/Biliterate Spanish required 
 High School diploma preferred, equivalent accepted 
 Excellent oral and written skills 
 Experience working with culturally diverse students and families 
 Aptitude for providing accurate documentation as required 
 School work experience helpful and/or an understanding of school environment and processes. 
 Understanding of the needs and best practices in support of migrant students and families as well as English Language 

Learners preferred. 
 Must be flexible, have the ability to work with all types of people and be attentive to detail and paperwork. 
 Work collaboratively with colleagues, agencies and community members in order to contribute to the effectiveness of 

school programs. 
 Proven knowledge and experiences in computer and application skills required.  Ability to learn specific programs and 

applications. 
 Knowledge of and successful experience in office procedures and ability to file and keep records in an organized and 

efficient manner required. 
 Ability to solve practical problems, apply appropriate judgement and deal with a variety of situations 

where only limited standardization exists. 

 Ability to maintain confidentiality of student and district records required. 

 Expected to attend work as scheduled, follow appropriate State and Federal laws and District policy, and 

model appropriate professional behavior. 

 Flexible schedule to accommodate community availability. 


