
Clovis Municipal Schools 
Job Description 

Position:    Regional Migrant Recruiter 

Supervisor:                                 Director of Federal Programs 

General	Job	Description:	 The Migrant Education Program (MEP) Regional Recruiter locates, 
    identifies and recruits eligible migrant children for the Clovis  
    Municipal School District and our surrounding region and accurately 
    documents the facts of eligibility using the Certificate of  Eligibility 
    (COE). This responsibility is performed throughout the district and 
    region and may include researching and  visiting locations of  
    qualifying work or homes of potentially eligible  youth. 

Essential Duties and Responsibilities: 

1. Assist licensed personnel in school environment where individual differences are 
respected.  

2. Help maintain cohesiveness in school environment.  
3. Embrace and encourage the acceptance of diversity.  
4. Communicate effectively in Spanish and English both verbally and in writing. 
5. Become familiar with and follow all procedures and practices contained in the New   Mexico 

Plan for Identification and Recruitment and any other directives issued by the New Mexico 
State Migrant Education Office. 

6. Accurately ascertains and documents all relevant family and student information using the 
Certificate of Eligibility (COE) and submits the COE to the district’s Director of Federal 
Programs for verification and approval. 

7. Act as chief advocate for the program and present a positive image of the program and the 
District to both internal and external persons and entities. 

8. The job requires flexible working hours which may include early morning hours, evening 
hours, and occasional weekend hours. This job is a .70 FTE and consists of 28 hours per 
week for 12 months. 

9. The migrant Recruiter will provide assistance for neighboring school districts and will assist 
with recruiting Migrant students, completing the COE’s (Certificate of Eligibility), and 
follow up with Migrant families. 

10. Meets regularly with the Director of Federal Programs and the Bilingual Multicultural 
Education Coordinator to review and analyze all activities within area of responsibility. 

11. Assist in the development and interpretation of local Migrant Education Program recruitment 
procedures for the purpose of establishing compliant guidelines needed to effectively and 
efficiently meet program goals while adhering to all relevant regulations and guidance. 

12. Meet with parents, employees, administrators and outside organizations for the purpose of 
providing support, enhancing Migrant Program awareness and recruitment implementation. 

13. Attend and participate in applicable national, state and local conferences, state and local 
meetings, workshops and seminars for the purpose of conveying and/or gathering 
information required to perform functions under Title I Part C (Migrant). 

14. If required, report program related assessment results for the purpose of providing the 
information needed to evaluate program performance and to create new and/or revised 
initiatives needed to meet District objectives. 

15. Respond to inquiries for the purpose of providing information and/or direction relative to 
Migrant recruitment. Serve as liaison with a variety of outside and community individuals/
agencies for the purpose of conveying and/or receiving information and coordinating 



Migrant recruitment activities. 

Additional Duties and Responsibilities: 

1. Establish contacts and regular visits with agencies and business sites serving migrant 
families for the purpose of having them identify potentially eligible families. Examples of 
agencies are health clinics, day-care centers, adult education sites, ESL classes, 
governmental agencies, farm worker unions, legal aid agencies, and churches.  Examples of 
businesses are Laundromats, stores, movie theaters, restaurants, and shopping malls. 

2. Perform other duties as assigned in keeping with federal rules, and regulations of the federal 
programs managed by the department. 

3. Analyze and evaluate a variety of program related data for the purpose of ensuring that 
program initiatives and activities meet Federal, State and District objectives relative to 
Migrant recruitment. 

4. Other tasks as may be deemed appropriate and necessary by immediate supervisor and/or the 
Superintendent.   

Qualifications: 

1. High School diploma  
2. Associates Degree preferred. 
3. High Completion of 48 semester hours of academic credit that includes 15 semester hours 

in language arts, reading, writing, mathematics or professional education (earned from a 
nationally or regionally accredited college/university) or Passage of Educational Assistant 
Assessment (ParaPro, ParaEducator, and Basic Skills). 

4. Bilingual preferred. 
5. Must possess a valid New Mexico driver’s license. 
6. Such alternatives to the above qualifications the Superintendent may find appropriate and 

acceptable. 

Physical Requirements: 

Sitting, standing, lifting and carrying (up to 50 pounds), reaching, squatting, climbing 
stairs, kneeling, 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. 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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