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Job Summary
The Extension Paraprofessional is a member of the staff of North Carolina State University, North Carolina A&T State University, or both.  The Extension Paraprofessional in cooperation with the supervising agent has responsibility for planning, executing, and evaluating that portion of county Extension programs within the assigned areas of program responsibility.  The Extension Paraprofessional cooperates with supervising agents in the North Carolina Cooperative Extension Service and county leaders in performing assigned responsibilities.  The performance of assigned responsibilities is governed by the philosophy, objectives, policies, and procedures of the North Carolina Cooperative Extension Service.

Major Functions and Tasks

Function I
Develops and maintains a comprehensive understanding of the role of the North Carolina Cooperative Extension Service as an educational agency.





Tasks

· Acquires an adequate understanding of the mission, philosophy, and objectives of the North Carolina Cooperative Extension Service and the land-grant institutions and the implications for programming.

· Acquires an adequate understanding of the organizational structure and resources of the North Carolina Cooperative Extension Service.

· Acquires an understanding of the role of the Extension Paraprofessional, its relationship to the supervising agent, and the relationship of both to the total county Extension program.

· Acquires an adequate understanding of the relationships of the North Carolina Cooperative Extension Service with related educational and regulatory agencies.

Function II
In cooperation with the supervising agent, participates in organizing, planning with, and maintaining effective committees and task forces relevant to areas of program responsibility and consistent with the county Advisory Leadership System.

Tasks

· Networks with the supervising agent in identifying and selecting potential leaders appropriate for the committees and task forces.

· Interacts with the committees, task forces, and supervising agent in identifying and prioritizing needs, problems, and opportunities.

· Identifies sources of pertinent information and supplies information as needed for analyzing and planning the county program.

· Participates with the committees, task forces, and supervising agent in planning appropriate educational programs.  

· In cooperation with the supervising agent, networks with appropriate persons in coordinating plans for portions of the program with relevant individuals, organizations, and agencies.

Function III
Under the direction of the supervising agent, develops a plan of work, plan of action, and evaluation of programs if appropriate.

Tasks

· In cooperation with the supervising agent, prepares a plan of work for areas of assigned responsibility if appropriate.
· In cooperation with the supervising agent, prepares a plan of action to implement the plan of work in the areas of assigned responsibility.
· In cooperation with the supervising agent, participates in the evaluation of educational programs in the areas of assigned responsibility.


Function IV
Implements and maintains the Affirmative Action Plan of the North Carolina Cooperative Extension Service.

Tasks

· Seeks to understand and assists volunteers and clientele in understanding civil rights legislation and the Affirmative Action Plan of the North Carolina Cooperative Extension Service.

· Assists the supervising agent in establishing and using baseline data for county and community populations.

· Ensures that educational programs and outreach are in compliance with the North Carolina Cooperative Extension Service Affirmative Action Plan in terms of client diversity.

· Uses acceptable affirmative action procedures where needed.

· Assists the supervising agent with documenting all program delivery and public notification efforts.

· Understand equal employment opportunity policies and guidelines.

Function V
Maintains a high level of competency.




Tasks

· Participates in professional improvement activities and shares information with coworkers.

· Maintains knowledge of subject-matter area.

· Understands the job responsibilities and their relationship to the total Extension program.

· In cooperation with the supervising agent, participates in an annual performance appraisal.

Function VI
Implements and maintains the marketing plan of the North Carolina Cooperative Extension Service.

Tasks

· Assists clientele and volunteers to be knowledgeable about and committed to the mission, vision, and goals of the North Carolina Cooperative Extension Service.

· Assists in implementing strategies for marketing the Extension organization and its educational program to target audiences.

· Encourages volunteers and clientele to create a positive awareness of the organization and its programs in order to promote participation and to generate commitment by communicating through the mass media, printed materials, presentations, and one-on-one visits.

Relationships
The Extension Paraprofessional is a member of the staff of the North Carolina Cooperative Extension Service.  In cooperation with the supervising agent and the County Extension Director, the Extension Paraprofessional is assigned an area of responsibility.  The Extension Paraprofessional is responsible to the supervising agent.

The Extension Paraprofessional networks with representatives of agencies, organizations, and groups that can make contributions to the assigned areas of program responsibility.  The establishment and maintenance of these relationships are carried out with the full knowledge and support of the supervising agent and County Extension Director.

Qualifications

Education

The minimum requirement for employment with the North Carolina Cooperative Extension Service is education and experience consistent with the needs and requirements of the particular position.

Personal Attributes

Successful performance of the duties encompassed in the Extension Paraprofessional’s job requires that the individual possess habits of industry, a sense of responsibility, and a genuine appreciation for the worth of the individual.  The employee should be adept in both verbal and written communication. 
Page 2 of 4

