CHILD & FAMILY DEVELOPMENT PROGRAMS

Community Action Team, Inc.

Job Description

POSITION TITLE:  Parent Support


DEPARTMENT: Human Investment



      Coordinator
POSITION REPORTS TO: Associate Director    
FTE:  40% To 100%
POSITION DURATION: As Funds Permit
           WRITTENBY: CAT Administration 

PERSONS SUPERVISED: 0 To 5


APPROVED BY:  Policy Council







APPROVAL DATE:
12/14/11







APPROVED BY: SDA







APPROVAL DATE:
04/01/11
POSITION SUMMARY
The parent support coordinator is responsible for the development and implementation of Child and Family Development programs parent education programs in Columbia County.  This position is responsible for ensuring that all parent support programs achieve contractual objectives and are adequately funded.  Must be able to work cooperatively with community agencies, parent education group facilitators, child care workers and volunteers to provide effective parent support group series that fosters the development of parents and children.

QUALIFICATIONS:
1.
Bachelors degree in Social Services, Family Studies or related field with 2-3 years experience. 
2.
Ability to communicate in a professional manner with children, families and co-workers in both verbal and written format.
3.
Evidence of ability to work in a cooperative team manner and to follow program policies.

4.
Knowledge of current parenting curricula used for parent support.
5.
Knowledge of adult learning styles.
6.
Must have current pediatric and adult First Aid/CPR card.
7.
Must have dependable transportation and/or valid driver’s license and auto insurance.
8.
Must be on the Central Background Registry and pass a pre-employment drug screening.
9.
Bilingual skills preferred.
10.
Must have intermediate working computer skills and knowledge.
12.
Must be willing and available to work flexible hours.
13.
Must be able to attend meetings and trainings that may require out-of-town travel and overnight stays.
14.
Ability to participate in regular kneeling, stooping, bending, sitting on the floor and standing for long periods of time.
15.
Ability to occasionally lift up to 50 pounds.
16.
Ability to work with low income and/or special needs families, including families from a diverse population

DUTIES AND RESPONSIBILITIES:
1. Coordinate and encourage parent involvement of families in appropriate education groups such as: Make Parenting a Pleasure, Parenting the Second Time Around, Helping Children Succeed After Divorce, Parenting the First Three Years, Motheread for Preschool and other parent education curricula.
a.
Prepare schedules and flyers for distribution to community agencies

b.
Prepare articles for local media

c.
Post classes scheduled on NWRESD web site
d.
Email parenting support group announcements to Commission on Children and Families Director
2. Coordinate parent and child care registration.




a.
Prepare a roster of parent’s names, addresses, ethnicity and 
phone numbers who register for the class.

b.
Prepare a roster of children’s names, ages, ethnicity, allergies and give to the lead child care provider. Coordinate the number of children enrolled so that the ratio of children to adults will comply with or exceed program policy and space requirements.

3. Work in a cooperative team manner and follow program policies. 

a.
Work with facilitators, child care staff and volunteers to resolve issues that may arise.
b.
Share facility use policies with parents who are attending classes.

4.
Responsible for record keeping as required by the funding source and completing required reports.

a.
Distributing quality assurance questionnaires according to the timeline designated by the grantor to be completed by participants.

c.
Distributing and monitoring weekly attendance records.

d.
Submitting all reports according to the established timeline set by the grantor.
c.
Ensuring that scholarships are distributed and fees are collected for participants according to income level and grantor requirements.
5.        Prepare purchase orders for materials, supplies, equipment and 
services within budget constraints, staff input and supervisor’s approval.
6. Participate in hiring and provide on-site training, supervision and     

           evaluation of all assigned staff.

7. Pursue professional growth opportunities and support the professional growth and personal development of others.

8. Establish and maintain public relations between the programs, outside agencies and the general community.

9. Work closely with supervisors to mobilize resources for program development

10. Responsible for implementing Oregon child abuse and neglect laws and following program policies.

11. Write grants to develop contracts to maintain and increase funding for programs.
12. Ensure that the parent support groups are in compliance with contractual requirements and program guidelines.

13. Oversee the establishment and maintenance of required program information databases and records.

14. Integrate Child and Family Development Programs Parent Education as much as possible with other Community Action Teams programs.

15. Communicate the mission and activities of Parent Education though out the agency and community.

16. Be responsible for fiscal management including developing annual budget and monitoring program expenditures.

17. Ensure that the Parent Education program meets the required in kind match.

18. Must maintain program and client confidentiality policies.

19. Must maintain a working knowledge of program plans, policies and performance standards.

20.  Other duties as assigned by program supervisor.

Number of Hours per Week: 





Rate of Pay: 



Staff Signature: 






Date: 



Supervisor Signature: 






Date: 
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