
Position Description

Job Title: Family Engagement Specialist

About the Organization: The Refugee Development Center (RDC) is a vital 501(c)(3)
organization that was created in 2002 to provide a unique, unduplicated service in the
mid-Michigan area. As a small grassroots organization, we have grown to be the
“go-to” agency for working with refugees in the region. By providing formal and
informal learning opportunities, the center aims to be an open and inclusive place for
refugees to learn and locate the resources they need to flourish as residents and
citizens.

Overview: The Family Engagement Specialist will assist refugee newcomer youth and
their families in successful navigation of the American school system by facilitating
school enrollments, home visits, program referrals, tutoring, and other services to
assist with long term integration.

A successful candidate will embody the values of the RDC in their role: Compassion,
Collaboration, Innovation, Education, Welcoming, Cultural Humility, and Commitment.

Hours: Full time, includes regular evenings and occasional weekend hours 
Pay Rate:$35,760-$39,520 ; Commensurate with experience. 
Benefits: Retirement plan; fully paid health, dental and vision benefits, generous
vacation, sick and holiday pay.

Job Duties:
● Assist with newly-arrived refugee students and their families by providing

orientations, school tours, ensuring interpretation and translation of class
schedules and locations, and reviewing expectations of students, parents, and
teaching in American schools.

● Provide students with resources, support, and assistance to facilitate integration
into the school system.

● Provide one-on-one support to students and/or parents who are referred by school
staff or on a walk-in basis to assist with issues related to school and long term
integration.

● Deliver home visits and school orientations for newly arrived refugee families
● Assist with new school enrollments, coordinating interpretation and

transportation
● Assist parents in understanding and accessing parent teacher conferences
● Assist in recruitment of participants for tutoring and mentoring programs
● Deliver regular and ongoing programs, in group settings, to promote peer-to-peer



support for refugee students.
● Act as a designated contact for services available to refugee students, refugee

parents, and teachers.
● Support daily programming in early education, tutoring, intake and other services

as needed.

Credentials Required:

● BSW or BA/BS in a human service field or a minimum of 2 years working in
similar role/responsibilities.

Experience/Capabilities:

● Demonstrated capability to conduct one’s self in a calm and professional
demeanor when dealing with the public and/or with difficult situations

● Ability to work well with a diverse group of staff and volunteers
● Ability to effectively manage a wide array of tasks, projects, and

responsibilities
● Ability to work productively in an unstructured environment with frequent

interruptions
● Computer skills sufficient to perform essential functions
● Demonstrated cross cultural sensitivity
● Strong interpersonal skills both written and verbal
● Knowledge of the U.S. public school system and state, community and

agency resources
● Ability to work non-traditional hours including evenings and weekends.
● Preferred Bilingual or multilingual (capable of speaking, writing,

translating, and tutoring in at least one of the major language(s) of the
youth)


