
 

CLOVIS MUNICIPAL SCHOOLS 
JOB DESCRIPTION 

 
 

Position:     ENLACE – Community Education and Resource Development Liaison  
 
Supervisor:    ENLACE Regional Coordinator 
 
General Job Description:  Serve as a liaison between students, parents, teachers and administrators in the 

Eastern ENLACE region (Clovis).  Coordinate a variety of education and human 
services to students and their families to promote student retention and educational 
success.  Encourage and assist students in preparing to enroll in institutions of higher 
learning and vocational education.  The Liaison will report to the Eastern Enlace 
Regional Director. 

 
Essential Duties and Responsibilities: 
 

1. Display a desire to work with students and families. 
2. Serve as a role model. 
3. Work as a member of a team. 
4. Communicate effectively both verbally and in writing. 
5. Assist licensed personnel in school environment where individual differences are respected. 
6. Facilitates and coordinates various human support services to students and their families within the 

middle, high school and college levels. 
7. Function as a member of a family support team promoting development of needed services at the 

home and school.  
8. Works closely with and develops referral systems with school personnel and community agencies 

to promote a continuum of services that help prepare students for college. 
9. Conducts home visit meetings as necessary, reports and/or makes referrals as necessary. 
10. Assists and educates students and families on services available, most to get them into higher 

education. 
11. Coordinates and conducts various group support meetings with students and/or their families out in 

the community. 
12. Arranges translation for bilingual and monolingual students and families as needed. 
13. Provides reports as requested from school officials and the ENLACE local and statewide office as 

requested. 
14. Prepares and maintains records on students and families receiving services. 
15. Coordinates and supports professional development for parents (GED, ESL etc). 
16. Works to support, advocate and encourage family participation in the development of an 

educational student plan. 
17. Work with state youth programs in an advocacy capacity.  

 
Additional Duties and Responsibilities: 
 

1. Complies with administrative directives and regulations, school board policies, local, state and 
federal regulations. 

2. Articulates and facilitates the implementation of the mission and values of the host school district 
and colleges and universities we work within. 

3. Safeguards confidentiality of privileged information. 
4. Prepares and maintains accurate and complete records and reports as required by law, state 

directives, district policy and administrative regulations. 
5. Shares the responsibility for care of school and ENLACE inventory, proper and safe use of 

facilities, equipment and supplies, and reports safety hazards promptly. 
6. Maintains professional relationships and works cooperatively with employees, the community and 

other professionals. 
7. Maintains professional competence through individual and staff training, in-service educational 

activities and self-selected professional growth activities. 



 

8. Attends and/or conducts local and regional meetings and participates on committees within area of 
responsibility. 

9. Performs other tasks related to area of responsibilities as requested or assigned.  
10. Other duties as assigned by the immediate supervisor and /or Superintendent. 
 

Qualifications: 
 

1. Bachelor’s degree preferably in social work or psychology. 
2. Bilingual (English/Spanish). 
3. Valid NM drivers license. 
4. One year experience working with students and families. 

  5.           Such alternatives to the above qualifications as the Superintendent may find appropriate and 
                acceptable. 
 

Physical Requirements: 
 
 Sitting, standing, driving, lifting and carrying (up to 50 pounds), reaching, squatting, kneeling, climbing stairs, 

and moving light furniture may be required. 
 
Safety and Health: 
 

Knowledge of universal hygiene precautions. 
 

Equipment/Material Handled: 
 
 Must know how to properly operate or be willing to learn to operate all multimedia equipment including current 

technology. 
 
Work Environment: 
 
 Must be able to work within various degrees of noise, temperature, and air quality.  Interruptions of work are 

routine.  Flexibility and patience are required.  Must be self-motivated and able to complete job assignment 
without direct supervision.  After hours work may be required.  May make site or home visits when needed and 
appropriate.  Must be able to work under stressful conditions. 

 
Terms of Employment: 
 

Salary and work year to be established by the Board. 
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