CHILD & FAMILY DEVELOPMENT PROGRAMS
Community Action Team, Inc.

Job Description 
POSITION TITLE: Education Director

DEPARTMENT: Child & Family Development
POSITION REPORTS TO: CFDP Director

FTE: 100%
POSITION DURATION: as funds permit

WRITTEN BY: CAT Administration

PERSONS SUPERVISED: 1-10                              APPROVED SDA:  03/13/15

                 APPROVED Policy Council:  1/13/16
POSITION SUMMARY:
The Education Director provides professional expertise in the theories and principles of child growth and development, early childhood education, and family support, assisting the Program Director, Area Supervisors and Center Managers in site monitoring, consultation, training, policy and procedure development and agency collaboration.  He/she monitors the education and child development services according to state and federal performance standards following program and agency policies and procedures. He/she will establish and maintain a positive working relationship with center staff, Admin staff and community partners. He/she will work closely with the leadership team in program development and planning.

QUALIFICATIONS:
1. Must have a baccalaureate or advanced degree in early childhood education; or a baccalaureate or advanced degree and coursework equivalent to a major relating to early childhood education, with experience teaching preschool-age children.

2. Must have the capacity to offer assistance to teachers in the implementation and adaptation of curricula to meet the group and individual needs of children in a Head Start classroom.

3. Preschool teaching experience and a social service background.  

4. At least three years experience as a direct supervisor of two or more adults. 

5. Knowledge of adult learners and three years experience working with and training adults.

6. Advanced computer knowledge skills.

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

8. Ability to provide compliance monitoring in a proactive and supportive manner.

9.   Ability to work in a cooperative team manner and to follow directions and program policies.

10.   Must be on the Oregon Criminal Background registry and pass a pre-employment drug screening.

11.   Ability to communicate effectively with children and adults in both verbal and written format.

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

13.  Must be able to travel to out of town meeting and trainings.  

14.   Must be able to work with families from a diverse population; must be familiar with the ethnic background and heritage of families in the program and be able to serve and effectively communicate, to the extent feasible, with children and families with no or limited English proficiency.
15.   Ability to occasionally lift up to 50 lbs.

16.   Ability to participate in regular kneeling, stooping, bending, and sitting on the floor.

17.   Bilingual skills a plus.  

DUTIES AND RESPONSIBILITIES:
1. Provide appropriate information for staff, parents, program consultants, and collaborating agencies in the following areas:  theories and principles of child growth and development, early childhood education, and family support.  

2. Assist Admin and the Leadership Team in designing and delivering education and child development services and related training, coaching, or mentoring for staff and parents. 

3. Assist the program with transition, screening and referrals, child guidance, classroom observations, and inclusion of children with special needs in collaboration with school districts, Northwest Regional ESD, and Mental Health consultants.

4. Participate in regular meetings with administration staff to ensure collaboration and coordination among service areas.

5. Participate in regular collaboration meetings with NWRESD and Head Start Staff regarding communication between the agencies, review of the interagency agreement between the two agencies, and to plan and share training information between programs.

6. Provide training, support and assistance to the program classroom environments, curriculum, assessment and outcomes, individualizing and planning education programs for children.

7. Lead Admin and Leadership Team in review of all educational screening tools for screening and assessment used by the program.

8. Assist with the coordination of the annual Program Self-Assessment and the follow-up reporting.

9. Take the lead with Admin and Leadership Team to develop and maintain written education and child development policies and procedures that are in compliance with Head Start Performance Standards.

10.   Provide staff with information and technical assistance in compliance with the Head Start Performance Standards and the programs written policies and procedures.  

11.   Work in collaboration with Admin and Leadership Team to ensure that education and child development services are tracked.

12.  Attend interagency, organizational and committee meetings as appropriate.

13.   Attend regular meetings, training and professional development activities as needed or requested by the Program Director.

14.   Must maintain program and client confidentiality policies.

15. Other duties as assigned.
Number of Hours per Week: 






Rate of Pay: 



Staff Signature: 







Date: 



Supervisor Signature: 







Date: 
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