HumanResources
501 North DixonStreete Portland,OR97227
Office:(503)916 8544+ Fax:(503)9168107
Email: * Website:

HighSchoolCollegeCoordinator

BASIGUNCTION

TheHighSchoolCollegeCoordinatoris responsiblefor a broadrangeof yearround collegerelated schooland
communityactivities,focusingon underrepresenteccommunitiesto provideresourceghat enablestudentsto
makeinformeddecisionsabouttheir postsecondarpptions. Theywill provideandbe the connectorfor the school
site with availablepostsecondaryraining optionsincluding,but not
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x Collaboratewith staffto facilitate and coordinateschoolwideFAFS&ompletionplan,includingfinancialaid
informationaleveningeventsand FAFS&ompletiongoals,andidentifiesindividualstudentsfor additional
supportasneeded.

X Basedon collaboration/referralswith counselorsprovideindividualandgroupsupportcompletingcollege,
scholarshipandfinancialaid applications

x Coordinatecampuscollegevisitsfor historicallyunderrepresentedstudentsincludingBlack/AfricarAmerican,
Latinx,NativeAmericanand Pacificlslander,SpeciaEducation ESLlow income,andfirst generationcollege
studentsand familiesduringthe schoolyearandin the summer.

x Overseehe operationsof the schoolsite Collegeand CareerCenterin collaborationwith the Career
Coordinator ProvideCCGupportsfor drop in students,families,schoolstaff, partnersand others.

X SuperviseCollegeAccesMentors (CAMS).

x Implementand monitor ASPIRElentor programby identifyinghistoricallyunderrepresentedstudentsand
connectingthem to volunteermentors.

x Developandimplementa summerprogramto engagehistoricallyunderrepresentedstudentsto prepareand/or
beginpostsecondarylans,e.g.collegevisits/tours,advancedcourseprep, test prep, applications/essaystc.

x ldentify studentsacceptedinto collegeat risk of not enrollingin the fall andimplementresearchbased
programsto addresssummermelt, e.g.highschoolto postsecondaryransitionto PCGnd/or other
postsecondarynstitutions.

x Collaboratewith schoolcounselorscareercoordinatorsand partnersto provideinformationto assiststudents,
parentsandthe communityto investigateand accessollegeand careerinformationthroughavariety of
resources.

X Workwith the careercoordinatorto lead,planand coordinateyearlyinformationalcollegeand career
information night(s)for Juniorsand Seniors.

X Assistin implementingthe schoolbasedscholarshipcommittee.
x Collaboratewith staffto lead,planand coordinateCollegeApplicationWeek.
x Collaboratewith schoolstaff on how to leveragePSAT/SAT/AGdst results.

X Marketscholarshimpplicationgo studentsandstaff. Facilitateand assiststudentsandtrains other schoolstaff
on howto completescholarshipesearchandapplications.

x Provideinformation, updateresourcesandintroducestudentsto localcollegesand postsecondaryducational
optionsand maintainthe annualschoolprofile sentto colleges.

x Demonstratea commitmentto the PortlandPublicSchool€Equitylnitiative by developinga thoroughknowledge
andapplicationof the district RaciaEducationaEquityPolicy.Participatein staff development,n servicesand
trainingsrelatedto diversity,equity andinclusionin the workplaceandin K .2 education;modelappropriate
behaviorsdevelop,recommendandimplementimprovementsto educationalpracticeswith awarenessand
understandingof their impactin araciallyand culturallydiversecommunity.
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x Performrelateddutiesasassigned.

Note: At the endof someof the duty statementsthereisanitalicized“E”, whichidentifiesessentialdutiesrequiredof the classification. Thisis
strictly for usein compliancewith the Americanswith Disabilities
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PhysicaDemands Primaryfunctionsrequire sufficientphysicakbility and mobility to work in an office setting;
dexterity of handsandfingersto operatea computerkeyboardand other office equipment;sitting or standingfor
extendedperiodsof time; kneeling,bendingat the waist, reachingoverhead,abovethe shouldersand horizontally
to retrieve andstore filesand supplies]ifting, pushing pullingand carryingoffice equipment,suppliesand materials
weighingup to 25 pounds;repetitive handmovementandfine coordinationto usea computerkeyboard;hearing

and



