CHILD & FAMILY DEVELOPMENT PROGRAMS
Community Action Team, Inc.

Job Description

POSITION TITLE:     Associate Director

DEPARTMENT:  HUMAN INVESTMENT

POSITION REPORTS TO:   Head Start Director
FTE:   100%     

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

POSITIONS SUPERVISED:   0-10


APPROVED BY: Policy Council








APPROVAL DATE:
3/9/16







APPROVED BY: SDA








APPROVAL DATE:
 02/12/16
POSITION SUMMARY:
The associate director will assist to ensure continuity is provided in all program areas by developing the human resource system, specialization, and extending technical assistance. This position will assist in program resource development and implementation of new programs.

QUALIFICATIONS:
1.
Minimum Bachelor’s degree in Human Services, Child Development or related field.
2. A minimum of three years teaching experience, preferably in a Head Start classroom, and ability to complete/manage projects. 

3. Experience and education in adult learning styles.

4. A minimum of three years experience in the supervision of staff and the management of information systems within and between organizations.

5. Must have dependable transportation and/or valid driver's license and auto insurance.

6. Experience and knowledge of planning, budgeting and monitoring expenditures and reviewing fiscal statements.

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

8. Must have intermediate working computer skills and knowledge.

9. Evidence of organizational skills.

10. Ability to communicate in a professional manner with children, adults and co-workers in both verbal and written formats.

11. Must be on the Central Background Registry,  pass a pre-employment drug screening and have completed a TB screen
12. Bilingual skills preferred.

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

14. Must be able to attend meetings and trainings that may require out-of-town travel and overnight stays.

15. Ability to participate in regular kneeling, stooping, bending and sitting on the floor and standing for long periods of time.

16. Ability to occasionally lift up to 50 lbs.

17. Ability to work with families from a diverse population.

DUTIES AND RESPONSIBILITIES:
1. Assist the Program Director to provide supervision, program monitoring and technical support for Area Supervisors and Center Managers.

2. Assist with the development of Community Partnership Agreements, to coordinate the three counties, with Director, Area Supervisors, Managers and Center Managers.

3. Assist in resource development and writing grants as requested by Director.

4. Responsible for coordinating program trainings and maintaining a tracking system to assure parent and staff needs are met according to program requirements.

5. Responsible for coordinating ad hoc committee meetings.

Responsible for gathering and compiling data to coordinate program reports such as, but not limited to: Community Assessment, annual Self-Assessment and annual Report to the Public.

6. This position will be one of the Head Start representatives on Personnel Committee.

7. Assist the Director of the program with the responsibility for all program components as outlined in Performance Standards, including necessary documentation.

8. Maintain good working relationships with community agencies and individuals, Region X, and other organizations.

9. Attend all appropriate meetings as requested by the Program Director, and provide reports.

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

11. 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 Head Start.

12. Assisting Director in working with Policy Council as outlined in the Performance Standards.

13. Assist staff with professional development plans as needed.
14. Must maintain program and client confidentiality policies.
15. Assist with the administration of the Parenting Education program.
16. Must maintain a working knowledge of program plans, policies and Performance Standards.

17. Other duties assigned by the Head Start Director.

I have read this job description. I understand my responsibilities and will fulfill them to the best of my ability.
Number of Hours per Week: 






Rate of Pay: 



Staff Signature: 







Date: 



Supervisor Signature: 







Date: 



The organization reserves the right to revise or change job duties and responsibilities as the need arises. This job description does not constitute a written or implied contract of employment.
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