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JOB DESCRIPTION
TITLE STUDENT RELATIONS SPECIALIST |
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.

Education/ High school diploma or General Education Development (GED)

Experience certificate and one to two years related experience which provides the
required knowledge, skills and abilities for this position. Strong computer
skills required (e.g. word processing, spreadsheets, databases, ability to
use email, etc.).

Language Skills Ability to read, analyze, and interpret general business regulations.
Ability to write reports, business correspondence, and procedures
manuals. Ability to effectively present information and respond to
questions from groups of managers, clients, customers, and the general
public.

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.

Certificate/License Valid Florida Driver License

Reasoning Ability Ability to solve problems and deal with a variety of concrete variables in
situations where only limited standardization exists. Ability to interpret a
variety of instructions furnished in written, oral, diagram, or schedule
form.

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 required to
stand, walk, sit, use hands to finger, handle, or feel; reach with hands and
arms , talk and hear. The employee occasionally lifts and/or moves up to
25 pounds. Specific vision ability required by this job includes close
vision, distance vision, and the ability to adjust focus. The employee



shall remain free of any alcohol or non-prescribed controlled substance
while on duty. In addition, the employee shall be free of any substance,
prescribed or otherwise, that impairs the employee’s work performance
or the safety of others while on duty.

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 moderate.

REPORTS TO Manager, Choice and Out-of-Zone

GENERAL RESPONSIBILITIES

1.

Provides support in functional areas of Student Relations including but not limited to:
Attendance, Driver’s License Law, Interscholastic Athletics, Learnfare, Safe and Drug
Free Schools, School Discipline, Student Drug Testing, Zoning & School Choice,
Student records, maintenance and development of data systems, and special projects.

Assists in the dissemination of Student Relations policies and procedures through
booklets, communications, and/or meetings.

Prepares reports in conformance with legislated requirements or organization needs.

Monitors and enforces the compulsory school attendance statutes, state regulations, and
Collier County Public Schools attendance policies.

Investigates student relations issues as needed and works with the school principal or
his/her appointed representative.

Investigates truancy, out-of-zone attendance, and non-enrollment violations, working
through the school principal, or his appointed representative.

SPECIFIC RESPONSIBILITIES

1.

Checks on any school-aged child who may be observed to be out of school during
appropriate school hours.

Assists school-base staff with student coding and attendance policies.
Prepares students reports for school site meetings.

Attends and represents school district at school site meetings.
Communicates with parents and District staff regarding student absences.

Investigates all known suspected cases of non-enrollment of school-aged children.



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Investigates requests for employment certificates that allow the student to be employed
during school hours.

Performs home visits regarding absences and address verifications.
Performs pre-attendance audits at schools when necessary.

Works cooperatively with Student Services staff regarding home schooled school age
children with incomplete annual evaluations.

Investigates and makes recommendations on cases involving possible court action.
Prepares legal compliance forms and court petitions.

Coordinates the collection of data of individual students for Truancy Court and TURN
(Truancy Ungovernable Runaway Network) meetings.

Supports the District Choice and Out-of-Zone office.

Investigates, researches, and collects information for schools, District staff, concerned
citizens, and/or anonymous calls in reference to absences and address verifications.

Prepares reports regarding home visits in reference to attendance and address
investigations.

Represents the District in Truancy Court and TURN (Truancy Ungovernable Runaway
Network) meetings.

Works cooperatively with Collier County Sheriff’s Office, Twentieth Judicial Circuit
Court, Office of State Attorney, Department of Children and Families, and David
Lawrence Center.

Maintains database for all home visits, parent contacts, address verifications, and
school site meetings.

Works collaboratively and acts as Student Relations liaison with site administrators and
outside agencies (including the Department of Education) with regard to student
information, records, and reporting

Performs other duties as assigned.



