CHILD & FAMILY DEVELOPMENT PROGRAMS
Community Action Team, Inc.

Job Description
POSITION TITLE: Director  



DEPARTMENT:  Human Investment

POSITION REPORTS TO:  C.A.T. Executive Director
FTE:   100%     




        Policy Council & Region X

POSITION DURATION:    as funds permit          WRITTEN BY:  CAT Admin.       

POSITIONS SUPERVISED:   0-15

APPROVED BY: Policy Council


APPROVAL DATE:
04/11/12


APPROVED BY: SDA








APPROVAL DATE: 2/17/12
POSITION SUMMARY:
The Director has responsibility to carry out the daily operations of the Child & Family Development program, overseeing all operations and working with Policy Council, Leadership Team, federal and state staff.  The Director will establish a working relationship with community leaders to promote the Child & Family Development program.

The director monitors the programs according to agency policies, procedures, Performance Standards and federal and state guidelines.

QUALIFICATIONS:
1.
Degree in Social Services field.  Preferred Master's in Public Administration with emphasis in ECE, Social Services or related field.

2.
Must have dependable transportation and/or valid driver’s license and auto insurance.

3.
Minimum five years experience in the supervision of staff and the management of information systems within and between organizations.

4.
Experience and knowledge of planning, budgeting and monitoring expenditures and reviewing fiscal statements for the program.

5.
Evidence of ability to work in cooperative team manner, to follow directions and program policies.

6.
Must have intermediate working computer skills and knowledge.

7.
Strong organizational skills.

8.
Ability to communicate in a professional manner with children, families and co-workers in both verbal and written format.

9. Must have current pediatric and adult First Aid and CPR cards.

10. Must be on the Central Background Registry and pass a pre-employment drug screening.

11. Bilingual skills preferred.

12. Must be willing and available to work flexible hours.

13. Ability to occasionally lift up to 50 lbs.
14.
Ability to work with low income and/or special needs families, including 


families from a diverse population.
15.
Ability to participate in regular kneeling, stooping, bending, sitting on 

the floor and standing for long periods of time.

16.
Must be able to attend meetings and trainings that may require out-of-


town travel and overnight stays.
DUTIES AND RESPONSIBILITIES:
1.
Prepare and submit formula grant applications in a timely manner.

2.
Have final responsibility for all program operations as outlined in Performance Standards, federal and state regulations, including necessary documentation.

3.
Have the overall responsibility to ensure the hiring/firing, supervising, training, coordinating and evaluating of all staff and consultants.

4.
Maintain good working relationships with community agencies and individuals, federal and state staff, and other organizations.

5.
Attend all appropriate meetings including Grantee Board, Policy Council, Head Start Associations, C.A.T. MAT meetings, and provide reports as needed.

6.
Serve as an advocate for developing and delivering services needed by families in the program.

7.
Be responsible for working with Policy Council as outlined in Head Start Performance Standards.

8.
Be responsible for fiscal management, including developing the annual budget, timely submission and monitoring all Head Start expenditures.

9.
Facilitate monthly meeting with leadership team, and administrative staff as needed.

10.
Must maintain program, client and staff confidentiality.

11. Responsible for program and resource development.

12. Work closely with the Associate Director, Area Supervisors and Center Managers to meet the needs of the individual centers, staff and communities.

13. Monitor site visits to Head Start centers.

14. As time allows attend staff and parent meetings and other center functions.

15. Develop and submit to C.A.T. Executive Director annual Administrative Plan.

16. Work in a cooperative manner with all staff and program committees to ensure a team approach to the delivery of services to the families and children in Child & Family Development programs.
17. Provide annual CAT Board of Directors orientation to Child & Family Development programs and shared governance, according to Performance Standards.

18. Must maintain a working knowledge of program plans, policies and Performance Standards.

19. Other duties as assigned by the CAT Executive Director.

Number of Hours per Week: 






Rate of Pay: 



Staff Signature: 







Date: 



Supervisor Signature: 







Date: 



