[image: image1.png]



JOB DESCRIPTION

AREA CHILD DEVELOPMENT SPECIALIST
DEFINITION:

Under the direct supervision of the Director, the Area Child Development Specialist will be responsible for ensuring each site assigned meets program quality and is in compliance with State Department of Education, Title 5, Funding Terms and Conditions; Department of Social Services, Community Care Licensing, Title 22; and Local, State, County, Fire, Building and Safety mandates.  The Area Child Development Specialist provides on going technical support and assistance and direct supervision of assigned Site Supervisor Support. 
RESPONSIBILITIES:  The responsibilities of the Area Child Development Specialist will include but not be limited to the following:

· Conduct a minimum of two site visits per week of each assigned site to provide technical support, guidance and supervision of Site Supervisor. Submit to Director the “Education Monitoring Form” for each site visit and Program Summary Report on a monthly basis;
· Ensure for the development of Reflective Supervision, Follow Up Review, and Evaluation System: 7 weeks, 90 day and annual performance evaluations with input from Site Supervisor; Develop Plan of Correction and/or Plan of Improvement, with approval from Child Development Director;
· Review and Track Professional Development Plans of staff submitted by Site Supervisor;
· Complete preliminary Incident/Injury and/or Unusual Incident Reports; submitting to Director within specified timeline; In conjunction with the Child Development Director conduct follow up of Unusual Incident Report submitted to Community Care Licensing – Work in conjunction with Site Supervisor and Child Development Director to ensure Plan of Correction is submitted within specified timelines;
· Monitor and track each site’s status of completion of ITERS/ECERS, email Education Tracking to Director by the 25th of each month;
· In conjunction with Human Resources coordinate Site Based Training as needed based on monitoring outcomes and Reflective Supervision Team Meetings; Coordinate Pre-Service and Quarterly Trainings (i.e. First Aid/CPR; PITC; CPIN);
· Disseminate training and professional development opportunities for all staff, submit training requests and Staff Financial Assistance Request;

· Track Staffing using CDE Personnel Rosters, maintain data base in conjunction with 
· Update Employment Status for Director/Board of Director approval; Coordinate submission to Payroll Coordinator;
· Participate in preliminary and formal interview of applicants; conduct background check as requested;
· Ensure site based orientation trainings are conducted for new employees, volunteers or Interns, submitting necessary documentation for HR Support Coordinator;
· Maintain Staff Communication/Training Notebooks for all sites; attend weekly Teacher Team Meetings as mediator or facilitator; 
· In conjunction with Site Supervisor, conduct evaluations for new hires, volunteers and Interns. Conduct annual performance evaluations of assigned Site Supervisor and staff assigned;
· Complete Monthly On Site Reports (Classroom Observation Checklist, ECERS, ITERS). Submit to Director by the 1st of each month.  Work with Site Staff for Plan of Action/Improvement for approval by Director;
· Provide supervision, oversight and technical assistance to Site Supervisor;
· Review Quarterly Supplies, Equipment and Materials Requests for prioritization and submission to Director for approval;
· In conjunction with Director complete Community Care Licensing applications as needed;
· Participate in annual self-study review (ITERS, ECERS, PAS, CMR). Assist in development of the Plan of Action;
· Assist in community events as needed, i.e. Kids Care Faire, Cherry Valley Parade, Book Faire;
· Attend agency and community meetings as necessary, i.e. Monthly Site Meetings, Monthly All Staff Meeting, Weekly Management Meeting, Parent Advisory Meeting, First Five;
· All other job related duties as assigned.
MINIMUM QUALIFICATIONS:  Possession of a Bachelor’s of Arts and/or Science degree in Family Consumer Science or similar field.  Combination of education and experience may be substituted for education requirement.  Must possess valid Commission on Teacher Credentialing Site Supervisor Permit at the time of application; Completion of course work authorizing instruction of Infants and Toddlers.  A minimum of 5 years Teaching experience and 3 Years Supervision experience, preferably with federal and/or state subsidized child care program.  Candidate must demonstrate computer literacy; Knowledge of Title 5 and Title 22 regulations; Physical clearance including tuberculosis screening required prior to assignment; Criminal Background Clearance and fingerprint clearance (state and national) required prior to start of employment.

EMPLOYMENT PERIOD:  Based on funding award from the State Department of Education, Title 5 the

Area Child Development Specialist will be employed for a minimum of 250 days per program year.
SALARY & BENEFITS:  Area Child Development Specialist will be compensated based on Adopted Salary Schedule approved by the Board of Directors “Area Child Development Specialist” range and the rate adopted by the Board of Directors as indicated on the “Employee Status Form”.

Pursuant to the Personnel Policies and based on funding availability, Area Child Development Specialist will be afforded Health, Dental, and Vision Insurance after thirty (30) days of employment, paid 100% by Renu Hope Foundation.  All dependant medical, dental and vision coverage will be the responsibility of the employee.  Instances of termination or voluntary resignation, employees will be afforded continuation of benefits based on the regulations outlined within COBRA.

PERFORMANCE EVALUATOIN:  Area Child Development Specialist will be evaluated by the Director formally and informally to provide continuous feedback for development of professional development and growth.  By the 1st month a review of the On Site Monthly Reports and accompanying Plan of Action (if applicable) will be reviewed to discuss scope of duties and follow up.   Reports from the Quality Committee (i.e. licensing visits, annual program summary from DRDP system), Finding of the monthly Education Monitoring Reports and “Reflective Supervisions” will be discussed and if necessary utilized as Plan of Improvement. A formal Staff Development Plan will be developed in conjunction with a Board Liaison, Peer Area Child Development Specialist and Director.
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