
Purpose: 

Accounts Payable Specialist 
Job Description (Revised 4/2017) 

The accounts payable specialist maintains records and processes accounts payable 
for all district accounts. To accomplish these tasks this individual will work with 
district personnel and the community ofUSD 348. 

Responsible to: 
Director of Financial Operations 

Payment rate: 
Determined by Superintendent and Board of Education 

Qualifications: 

I. High school diploma or equivalent.
2. Experience in accounts payables.
3. Accurate typing and filing skills.
4. Computer and office technology experience.
5. Telephone skills.
6. Health and tuberculosis certificate on file in the district office (after

employment offer is made).

Essential Functions: 

1. Ensure that receipts and disbursements are properly approved and accounted
for, according to district guidelines.

2. Provide office and clerical support to assist with the efficient operation of the
school district.

3. Assist with curriculum meetings and curriculum orders.
4. File all reports with appropriate agencies as required by law and/or regulation.
5. Communicate with members of the school district personnel and community.
6. React to change productively and handle other tasks as assigned.
7. Operate all equipment as required.
8. Maintain district supply inventory.
9. Maintain confidentiality regarding school records and school operations.
10. Support the philosophy and mission ofUSD 348.

Physical Requirements/Environmental Conditions: 

1. Ability to sit or stand for prolonged periods of time.
2. Ability to work on projects alone for prolonged periods of time.
3. Ability to work in a noisy, busy and stressful environment.
4. Ability to stoop, kneel, crawl, bend turn, reach, climb and balance.
5. Ability to move, lift, carry, pull or push up to 40 pounds.
6. Ability to ascend/descend a minimum of 15 steps.
7. Ability to use arms and wrists repetitively.
8. Ability to hear sufficiently to use a telephone.
9. Ability to use appropriate computer programs.































































































Parents as Teacher Coordinator 
Job Description (New 11/2023) 

Purpose: 
The person in this position coordinates the Parents as Teacher program that provides 
the information, support and encouragement parents need to help their children develop 
optimally during the critical early years of life. In order to respond to the individual 
needs and abilities of students, the Parents as Teacher Educator must work closely with 
other staff, parents and the administration of USD 348. 

Responsible to: 
Building Principal 

Payment Rate: 
According to negotiated agreement 

Qualifications 
I. Bachelor's degree from an accredited college/university.
2. Current Kansas Early Childhood License or comparable work experience
3. Health and Inoculation Certificate on file in the District Office (after

employment offer is made).
4. Valid drivers license.
5. Basic computer skills
6. Strong communication and interpersonal skills

Essential Functions: 
1. Coordinate and monitor service delivery in accordance with PAT Essential

Requirements, PAT Quality Standards, and affiliate policies/procedures.
2. Monitor service documentation, data collection and reporting, including completion

and submission of annual Affiliate Performance Report
3. Complete and submit annual KSDE funding grant and ensure program compliance

with state requirements
4. Supervise parent educators/coaches and complete an annual performance evaluation

for each
5. Complete all required program supervisory duties including conducting monthly

staff meetings and individual reflective supervision for staff
6. Observe delivery of services during personal family visits and program group

connections
7. Coordinate program advisory committee
8. Oversee program recruitment efforts
9. Administrative supervision (caseloads, staff work hours, scheduling, mileage,

budgeting, etc)
10. Completion and submission of the PAT Quality Endorsement Improvement Process

self-study every 5 years.
11. Provide professional parent instruction and delivery of information to district

families implementing the Parents as Teacher curriculum.
12. Support the value of parent-child interaction, development-centered parenting,

and family well-being in work with families.
13. Establish a positive relationship with families and respond to their individual needs.
14. Work effectively with community organizations.
15. Work effectively with local, regional, and state Parents as Teacher



Parents as Teacher Coordinator 
Job Description (New 11/2023) 

organizations. 
16. Communicate effectively with members of the school district staff and

community.
17. Ensure that all activities conform to district guidelines.
18. React to change productively and handle other tasks as assigned.
19. Support the philosophy and mission of USD 348.
20. Comply with all district policies, rules, and regulations.

Physical Requirements/Environmental Conditions 
1. Must be able to work productively in noisy and crowded environments.
2. Must be able to physically interact with parents and children to implement

program activities, curriculum, and to record data.
3. Requires the ability to sit and/or stand for prolonged periods.
4. Occasionally requires the ability to stoop, bend, lift and reach.
5. Requires the ability to travel.

General Responsibilities 
1. Completion of the Parents as Teachers Foundational and Model

Implementation training
2. Complete and submit all required program evaluation and financial reports as

required by Parents as Teacher National and the KSDE Parents as Teacher state
grant.

3. Supervise implementation of the curriculum provided by the National Parents As
Teachers Center.

4. Review and update affiliate plan as needed
5. Review and update policies, procedures and protocols as needed
6. Provide annual training to staff on program policies, procedures and

protocols.
7. Perform reflective supervision with parent educators.
8. Conduct monthly staff meetings
9. Maintain and submit clear, well organized, and comprehensive required

documentation in a timely manner regarding program activites.
10. Review and evaluate results of annual parent surveys and other evaluative

measures.
11. Ensure all parent educators complete 20 hours of professional development

annually
12. Complete monthly data monitoring
13. Perform advocacy efforts (community, legislative, funding stakeholders)
14. Represent program in the community
15. Actively recruit families to participate in the program.
16. Supervise the planning and delivery of program group connections, community

events, and playgroups
17. Participate in at least two hours of reflective supervision monthly
18. Support and enhance maintenance of a parent resource room.
19. Organize and inventory supplies/materials, etc.
20. Complete training to administer screenings used by program.
21. If maintaining a caseload of families:
• Plan, provide, and document personal visits focused on parent-child interaction,



Parents as Teacher Coordinator 
Job Description (New 11/2023) 

development-centered parenting and family well-being 
• Complete an initial and annual family-centered assessment with each family.
• Complete required initial and annual parent screenings.
• Develop, monitor and review goals with each family.
• Complete initial/annual developmental screening and health review for each enrolled

child.
• Connect families to resources as needed
22. Adhere to all district health and safety policies, including all precautions of the

Blood borne Pathogens Exposure Control Plan.
23.  Other duties as assigned by the Building Principal, or other administrative

staff.
24. Report any child abuse or neglect concerns to KS Dept. of Children and Families or local 

law enforcement agency.
25. Complete and turn in time sheets to building principal, if applicable







Parents as Teacher Parent Coach 
Job Description (New 7/2023) 

Purpose: 
The Parents As Teacher Educator provides the information, support and 
encouragement parents need to help their children develop optimally during the 
critical early years of life. In order to respond to the individual needs and abilities 
of students, the Parents as Teacher Parent Coach must work closely with other 
staff, parents and the administration of USD 348. 

 
Responsible to: 
 Building Principal and/or PAT Program Coordinator 
 
Payment Rate: 
 According to negotiated agreement 
 
Qualifications 

1. High School diploma or equivalent 
2. Bachelor’s degree from an accredited college/university. 
3. Health and Inoculation Certificate on file in the District Office (after 

employment offer is made). 
4. Valid drivers license. 

 
Essential Functions: 

1. Facilitate the personal, social, and intellectual development of students. 
2. Establish a positive learning environment and respond to the individual needs 

of students. 
3. Ensure that all activities conform to district guidelines. 
4. Provide professional parent instruction and delivery of information to district 

families implementing the Parents as Teacher curriculum. 
5. Communicate effectively with members of the school district staff and 

community. 
6. Work effectively with community organizations. 
7. React to change productively and handle other tasks as assigned. 
8. Support the value of an education. 
9. Support the philosophy and mission of USD 348. 
10. Comply with all district policies, rules, and regulations. 

 
Physical Requirements/Environmental Conditions 

1. Must be able to work productively in noisy and crowded environments. 
2. Must be able to physically monitor student performance and manage 

classroom behavior. 
3. Requires the ability to sit and/or stand for prolonged periods. 
4. Occasionally requires the ability to stoop, bend, lift and reach. 
5. Requires the ability to travel. 

 
 
 
 



Parents as Teacher Parent Coach 
Job Description (New 7/2023) 

General Responsibilities 
1. Coach parents on the implementation of the curriculum provided by the 

National Parents As Teachers Center. 
2. Complete an initial and annual family-centered assessment with each family. 
3. Develop, monitor and review goals with each family. 
4. Plan, provide, and document personal visits focused on parent-child 

interaction, development-centered parenting and family well-being. 
5. Complete at least an initial and annual developmental screening and health 

review for each enrolled child. 
6. Connect families to resources that help them reach their goals and address 

their needs. 
7. Coordinate services with other community programs with similar purposes, 

make recommendations for further screenings, evaluations, etc. 
8. Support and enhance playgroups, group connections, and community events 

involving Parents As Teachers.  
9. Complete and submit all required program evaluation and financial reports 

requested by program coordinator. 
10. Maintain clear, well organized, and comprehensive documentation regarding 

home visits, attendance records for Parents As Teachers events, screening 
summaries, and other reports. 

11. Support and enhance maintenance of a parent resource room. 
12. Organize and inventory supplies/materials, etc. 
13. Assist in reviewing and evaluating results of annual parent surveys and other 

evaluative measures. 
14. Actively recruit families to participate in the program. 
15. Attend required certification training and become certified as a parent 

educator. 
16. Attend training and become qualified to administer developmental screenings. 
17. Adhere to all district health and safety policies, including all precautions of 

the Blood borne Pathogens Exposure Control Plan. 
18. Other duties as assigned by the Building Principal, or other administrative 

staff. 
19. Report any child abuse or neglect concerns to coordinator and child abuse 

agency. 
20. Complete and turn in time sheets to building principal. 

 












































