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THIS IS A SAMPLE JOB DESCRIPTION ONLY

Many schools choose to hire a GEAR UP liaison, but it is not mandatory.  It is required that there is a person(s) in your district who…
1.  Receives and responds to listserv emails

2.  Attends GEAR UP state/regional meetings virtually or in person

3.  Ensures data entry is complete and accurate (see Annual Data Deadlines Calendar)

4.  Ensures annual GEAR UP plan is completed

5.  Completes GEAR UP invoices and reports to the Maine DOE
Title: GEAR UP Liaison

Date:  June, 2009
Reports to:  Building Principal

Position Type: The number of hours and days per week will be identified by individual school districts but will likely vary throughout the school year. Summer work may be required.
ESSENTIAL FUNCTIONS:
· Works in close collaboration with the Regional Technical Assistance Coordinator and school staff to serve as a liaison regarding on-going professional development and related activities designed to support the integration of a college going culture into the day-to-day teaching and learning activities of the school:  

· Plans and coordinates the execution of GEAR UP professional development activities in collaboration with the GEAR UP State Staff, Regional Technical Assistance Coordinator and building staff.  
· Coordinates GEAR UP student activities. In so doing, the following activities are considered essential functions of the GEAR UP Liaison:

· In collaboration with GEAR UP state and regional staff, plans and coordinates GEAR UP student activities and programs throughout the year. 

· Assures that each GEAR UP student has a personal learning plan.

· Plans and coordinates collaboratively designed activities (with Regional TA Coordinator and school staff) to support school change that boosts college awareness among students and families.

· Monitors student academic progress and secures student support including such activities as study skills, test-taking skills, and use of technology to enhance these activities.

· Coordinates with regional and state GEAR UP staff to assure that GEAR UP students complete college visits, FAFSA, and college applications.

· Coordinates and plans activities to support high aspirations and assists students to maintain their grades and stay in school.

· Plans, coordinates and supports activities designed to encourage active involvement of families. In so doing, the following activities are considered essential functions of the GEAR UP Liaison:

· In collaboration with Regional and State GEAR UP staff and partners, establishes and maintains communication with families of all assigned GEAR UP students. 

· Coordinates activities that support families in their use of technology.

· Coordinates information dissemination to assure that families receive relevant information in a timely fashion.

· Works closely with Maine Parent Federation staff, school staff, and the Regional TA Coordinator to coordinate and provide family training locally and regionally.
· Enters required data in the online database and ensures accuracy. In so doing, the following activities are considered essential functions of the GEAR UP Liaison:

· Review Annual Data Deadlines Calendar and ensure all data is collected, entered and accurate before each deadline (http://www.gearupme.org/schools/ebinder.php)

· Provides additional data as requested by the MDOE and GEAR UP state staff.
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