Position Title: 
LITERACY LIAISON (Contract/Consultant)

Reports to:

Site Principal/Site Director/HEART Director

Date:


March 2001

Description of Position:

The Literacy Liaison is responsible for coordinating and working with the HEART Site Director and Program Leaders to accomplish these objectives:

· Ensure measurable improvement in children’s academic and social performance.

· Work effectively with Principals, teachers, and HEART site staff in the alignment and implementation of support for the literacy program used in the school (Open Court’ Success For All; Lap; Sing, Spell, Read & Write; etc.)

Duties:

· Provide formal and informal staff development and in-service training to HEART Program Leaders in relevant literacy program components.

· Prepare appropriate materials for staff to use with participating children.

· Conduct “Make and Take” literacy games and materials workshops.

· Introduce methods for establishing learning centers.

· Establish effective communications with school teachers to address homework completion, student classroom and testing performance and make recommendations for HEART staff to assist student performance.

· Model demonstration lessons to staff within a classroom setting.

· Conduct focused observations and provide specific feedback to Program Leaders to strengthen cluster activities.

· Assist program leaders in developing effective daily schedules and lesson plans.

· Participate in the design of annual and on-going staff development activities.

· Attend site staff meetings on a regular basis.

· Attend scheduled meetings with other literacy coaches and site directors.

Qualification and Knowledge:

· Multi-task oriented, organized, responsible, professional and resourceful.

· Strong oral and written communication skills

· Experience in organizing and working with diverse populations.

· Experience in designing and conducting small-group training.

· Currently assigned on site as a teacher/literacy specialist, preferable.

Experience and Education:

Certified teacher having the skills and experience to accomplish the responsibilities outlined above and committed to the vision, mission and operation of HEART Program.

