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Job Description 

 

Job Title:    Bilingual Recruitment Specialist 
Department:  Migrant Services 
Reports To:   Migrant Services Program Manager 
Salary:   Classified salary schedule – Range 13 – 240 calendar days 
 

 
JOB SUMMARY 
Provides services in validation of Certificates of Eligibility (COE) through a review process.  
Locates, recruits and certifies eligible migrant children in regional project as requested. 
 
Willamette Migrant Education identifies and provides services to migrant families with 
children ages 3-21 by working with families and school districts across Marion, Polk, Yamhill, 
Linn, Benton, and Lincoln counties. We provide supplemental educational support, after-
school programs, summer school, and parental involvement services to migrant farm workers 
and their children. 
 
Equity & Inclusion: This position requires commitment to and demonstration of equitable 
and inclusive practices in education, and demonstrates an unwavering commitment to 
reducing academic disparities among students that exist because of race, gender, ethnicity, 
disability, sexual orientation, or family income 
 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
Essential duties of this position include the following.  Employees in this position perform 
some or all of the following tasks.  Other related duties may be assigned. 
 

• Demonstrates proficiency in planning, organizing and coordinating assigned tasks. 

• Works with students, parents, and the schools to encourage a collaborative 
involvement in the education of migrant students. 

• Networks with community agencies, service organizations, business and industry to 
assure that supportive services are available for migrants. 

• Identifies and recruits eligible migrant children, completes Certificates of Eligibility 
(COEs) accurately; and certifies their eligibility for inclusion in OMSIS (Oregon Migrant 
Student Information System). 

• Collects and maintains current information about migrant activities, migratory cycles, 
migrant housing and migrant employers. 

• Performs other associated duties as the Program Manager or Department Director 
assign. 

• Communicates clearly and effectively in a variety of situations, including difficult ones, 
with agency staff, school district staff, parents, employers, community organizations 
and the public via telephone, meetings and written correspondence. 

• Travels within the Region in performance of program duties; and attends evening and 
weekend meetings as program requires. 

• Serves as resource to staff and provides assistance to other departments as needed. 
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• Communicates in English and Spanish, orally and in writing, with students, parents, 
employers, and school personnel. 

• Networks with community agencies, service organizations, business and industry to 
assure that supportive services are available for migrants. 

• Works accurately with attention to detail and exercises judgment and integrity on the 
job with a sense of tact and diplomacy. 

• Identifies professional strengths and limitations and sets and meets performance 
goals. 

• Creates a positive work environment by: 
o Tolerating others' points of view 
o Soliciting input from others 
o Resolving conflict at the lowest level possible 
o Responding effectively to crisis situations 

• Follows Willamette ESD procedures, especially as outlined in the Staff Handbook, and 
assists support staff to do the same. 

• Communicates clearly and effectively in a variety of situations, including difficult ones, 
with agency staff, district staff and the public. 

• Maintains positive public relations; demonstrates effective written and verbal 
communication skills, and acts as a team player. 

• Must bring issues of non-compliance to the attention of the District 
 

 
MARGINAL DUTIES AND RESPONSIBILITIES 
Marginal duties of this position include the following.  Employees in this position perform 
some or all of the following tasks.  Other duties may be assigned. 
 

• Attends in-service trainings 

• Attends staff meetings 

• Maintains inventory as requested by licensed staff 

• Completes required paperwork and communication log(s), timely and accurately 
 

 
SUPERVISORY RESPONSIBILITIES 
All WESD employees have some responsibility for supervising students and assisting in 
maintaining a safe environment. 
 

 
EVALUATION 
This position will be evaluated based upon the essential and marginal duties and 
responsibilities as outlined above as well as held to the standards as outlined in the 
evaluation system, collective bargaining agreement and employee handbook.   
 

 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or 
ability required.  Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
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• Education and/or Experience:  High school diploma or general education degree 
(GED). 

• Interpersonal Skills:  Works well with others. Focuses on resolving conflict; maintains 
confidentiality; listens to others without interrupting; keeps emotions under control; 
remains open to others’ ideas and contributes to building a positive team spirit. 

• Language Skills:  Ability to communicate fluently, both verbally and in writing, in 
English and designated language.  Ability to verbally respond to common inquiries or 
complaints in English and designated language. Ability to make effective and 
persuasive presentations on complex topics to the Program Director or administrator in 
English and designated language. Ability to read, analyze and interpret the most 
complex written documents in English and designated language. 

• Mathematical Skills: Ability to add, subtract, multiply and divide in all units of 
measure, using whole numbers, common fractions and decimals.   Ability to compute 
rate, ratio and percent and to draw and interpret bar graphs. Ability to calculate figures 
and amounts such as discounts, interest, commissions, proportions and percentages. 
Ability to apply concepts such as fractions, percentages, ratios and proportions to 
practical situations. 

• Reasoning Ability: Ability to apply common sense understanding to carry out 
instructions furnished in written, oral or diagram form. Ability to solve practical 
problems and deal with a variety of concrete variables in situations where 
standardization exists. Ability to interpret a variety of instructions furnished in written, 
oral, diagram or schedule form. 

• Computer Skills: Proficient computer skills especially in the use of spreadsheets. 
Ability to use database, word processing, budgetary, inventory and fixed asset 
software. Ability to use Internet and e-mail. 

• Other Skills and Abilities:  Knowledge of the Federal Title I-C Non-Regulatory 
Guidance as it relates to identification and recruitment and all Title I-C eligibility 
definitions.  Experience in the identification and recruitment (I&R) process and the 
Oregon Migrant Student Information system (OMSIS).  Ability to verify data and 
maintain correct and organized files.  Ability to organize time and handle multiple tasks 
simultaneously, to work with accuracy and attention to detail; and to exercise judgment 
and integrity with a sense of tact and diplomacy.  Ability to travel as required during 
performance of assigned tasks.  Ability to work flexible hours, including evenings and 
weekends. 

• Confidentiality:  The employee maintains the integrity of confidential information 
relating to agency records and data, students, families, colleagues, or district patrons.  
The employee uses or relays personal and agency information only in the course of 
performing assigned responsibilities and in the best interest of the individuals involved. 

• Attendance Standards:  Timely and regular attendance is an expectation of 
performance for all employees.  Employees will be held accountable for adhering to 
their regular work hours and schedule.  In the event an employee is unable to meet 
this expectation, he/she shall obtain approval from their supervisor in advance of any 
requested schedule changes.  This approval includes requests to use appropriate 
accruals, as well as late arrivals to or early departures from work, and any special 
attendance needs of the position as determined by the ESD.  

• Certificates, Licenses, Registrations:  Certificates as determined by the District 
including a valid Oregon driver's license. 



 

 Page 4 of 5 

 

 
PHYSICAL DEMANDS 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
While performing the duties of this job, the employee is regularly required to talk or hear; use 
hands for fine manipulation, handle or feel and reach with hands and arms.  The employee is 
frequently required to walk, stand, kneel, crouch or crawl.  The employee is occasionally 
required to sit, climb or balance and taste or smell.  The employee must regularly lift and/or 
move up to 50 pounds and occasionally up to 100 pounds.  Specific vision abilities required 
by this job include close vision, distance vision, color vision, peripheral vision, depth 
perception and the ability to adjust focus. 
 

 
WORK ENVIRONMENT 
The work environment characteristics described here are representative of those an 
employee encounters while performing the essential functions of this job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential 
functions. 
 
The noise level in the work environment is usually low to moderate. 
 

 
SAFETY REQUIREMENTS 
 

1. Compliance with all safety rules, protocols, and procedures established at each specific 
work site. 

2. Completion of mandatory written reports after a safety or security incident. 
3. Responsibility to communicate all safety related incidents and concerns to supervisor 

and other responsible individuals at each work site. 
4. Maintain situational awareness of the environment at all times.  

 

 
OTHER 
 
 

Note:  This is not necessarily an exhaustive or all-inclusive list of responsibilities, skills, duties, 
requirements, efforts, functions or working conditions associated with this position.  This job 
description is not a contract of employment or a promise or guarantee of any specific terms or 
conditions of employment.  The District may add to, modify or delete any aspect of this description (or 
the position itself) at any time as it deems advisable. 
 

 
 

Prepared By:  Willamette ESD Date Revised: June 2021 
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I have read and understand this job description. 
 
 
      

Printed Name  Signature  Date 


