
LOCAL DISTRICT CLASSIFICATION PLAN                                         Class Code:  7767 
 

CLASS TITLE:   Family Resource Assistant 
 

BASIC FUNCTION:   
 Assist in the administration and coordination of a Family Resource/Youth Service 
Center's programs and services; develop and establish cooperative community relations; 
develop, implement and coordinate an on-going recruitment plan for education center 
programs and services.  
 

REPRESENTATIVE DUTIES: 

 Assist in the administrative management of a FRYSC. 

 Assist in the development and implementation of children's programs at the 
FRYSC. 

 Assure coordination of FRYSC activities in the absence of the supervisor. 

 Develop and promote cooperative working relationships with other staff; establish 
and maintain effective communication with parents, children and the general public.  

 Answer the telephone, deliver messages, greet visitors and provide appropriate 
information as requested.  

 Prepare correspondence, announcements and information for distribution to 
parents, community members/agencies, local organizations and the media. 

 Maintain necessary records required by the components of the center’s work plan. 

 Prepare reports with accuracy and punctuality. 

 Assist service providers, program participants and center volunteers as needed. 

 Perform related duties as assigned. 
 
KNOWLEDGE AND ABILITIES: 
 KNOWLEDGE OF: 

 Basic principles and techniques of school/community relations. 

 Operation of a FRYSC 

 Policies and objectives of assigned program and activities.  

 Interpersonal skills using tact, patience and courtesy.  

 Record-keeping techniques.  
 ABILITY TO: 

 Assist in the administration and coordination of the center's programs and services. 

 Learn, apply and explain policies, procedures, rules and regulations.   

 Establish and maintain cooperative and effective working relationships with others.  

 Maintain records and prepare reports.  

 Plan and organize work.  

 Prioritize and schedule work.  

 Communicate effectively both orally and in writing.  
 

EVALUATION: 
 Performance of this position will be conducted in accordance with the Board Policy 
on Evaluation of Classified Personnel.  The assigned building Principal or his/her 
designated assistant will conduct evaluation of teachers. 
 
EDUCATION AND EXPERIENCE: 
 The successful candidate must have a high school diploma or GED and possess a 
mastery of basic office skills. 
 
___________________________________                   ___________________________ 
Signature          Date 


