
POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Early Childhood Family Programs Manager
	 Department:
 Community Education

	Immediate Supervisor’s Position Title:
Community Education Director
	[bookmark: _GoBack]FLSA Status: 
Exempt

	Job Summary:
Responsible for planning, organizing, evaluating, providing leadership and representation of all early childhood family programs. Including Early Childhood Family Education, School Readiness preschool and programming, Early Childhood Screening, special events, and collaborative programming with ECSE and other community organizations. In absence of CER Director provide leadership for the CER Department.




SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	1. PROGRAM RESPONSIBILITIES30%     C4














		

a) Provide leadership, daily supervision, mentorship, staff and program evaluation to Early Child Family Programs 
b) Determine and manage appropriate staffing levels and coordinate and implement a comprehensive orientation and training for all staff including curriculum information to ensure continuity of instruction
c) In conjunction with the CER Director observe and evaluate all certified following District Wide process.
d) Implement, administer and evaluate all early learning programs, including ECFE, School Readiness and Early Childhood Screening 
e) Integrate the MDE Standards into all appropriate curriculum areas in the Early Childhood, School Readiness and VPK programs. 
f) Oversee and update program policies 
g) Maintain records of participants and programs for state and department reports. 
h) Facilitate regularly scheduled staff meetings
i) Plan and facilitate goals and objectives for staff development funds with instructional staff according to principal guidelines.
j) Plan and organize ECS
k) Supervise arrangements for the participation of early childhood special education students in all components of ECFE/SR programming.
l) Works collaboratively with Early Childhood Special Education, Interventionists, Liaisons, and community based Preschool programs to meet the needs of families in our community.
m) Maintain budget on a monthly basis. Investigate and utilize alternative sources of funding, including grants and donations. Develop annual budgets in conjunction with the CER Director for all Early Childhood Programs. 

2. MAINTAIN STRONG PARTNERSHIPS WITH ECFP AND COMMUNITY ORGANIZATIONS AND AGENCIES WORKING WITH PRESCHOOL CHILDREN AND FAMILIES25%


a) Initiates the creation and development of partnerships with Elementary leadership staff and Director of Curriculum to improve Kindergarten readiness.  
b) Create new and maintain existing partnerships with EC organizations including but not limited to; Head Start, Child Care Resource and Referral,  EC Special Ed, United Way Grow Mobile, Willmar Public Library and community child care providers and preschool programs
c) Maintain partnerships with Ridgewater College, SWSU to incorporate service learning, student teaching, clinical experiences and volunteer services into ECFP programming.
d) In conjunction with the CER Director develop relationships that benefit the CER Department. These relationships can be with governmental units, business and non-profits that align with the mission of CER.
3. DEVELOP AND MAINTAIN POSITIVE COMMUNICATION WITH PROGRAM STAFF, PARTICIPANTS AND PARENTS.
1. Develop parent relations
2. Respond to parents concerns and issues
3. Address and support individual needs of children and  families  
4. Quarterly advisory council meetings
5%	













4. COMMUNITY RELATIONS/PROMOTION
a) Manage, develop and maintain a program of public and community relations with parents, ECFP parent advisory committee, Community Education and Recreation Joint Powers Board and the public at large.  
b) Oversee public relations, promotional strategies, including brochure development, website updating and participation and leadership in community initiatives.
	 5. LOCAL AND STATE LEADERSHIP
c) Maintain professional competence in the early childhood, parent education and community education field by active participation in professional organizations and activities at state, regional and local level






SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
BA degree in Early Childhood Education, MA preferred.
Minnesota Department of Education issued Early Childhood licensure.

Administrative License required (Either Community Education or Principal)


	

	
less than high school diploma
	

	

	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Early Childhood Education, Parent Education, Administration or related area. 


	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· Knowledge of local state and federal laws/regulations/standards as they pertain to ECFE, School Readiness and Early Childhood Screening programs and services.
· Knowledge of supervisory fundamentals, principles and trends.
· Fundamentals of budget planning and monitoring of community education programs.
· Knowledge of district administrative policies and procedures.
· Knowledge of procedures, practices and methods in planning, evaluating and designing educational programs and services.
· Knowledge of family systems and child development principles, theories, instructional technologies and curriculum development.
· Knowledge of community resources and community organizations in areas pertaining to early childhood.
· Concepts, principles and philosophy of lifelong learning, public education, and relationship of community education to K-12 programming.

	
x
	
2nd year graduate level     
	

	

	
Doctorate level
	

	Required Work Experience in Addition to Formal Education/Training:
Minimum of 3 years teaching experience in early childhood or parent education.

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
Licensure in Early Childhood Education and/or Parent Education
Licensure Community Education Director and/or Principal or School Administrator




	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Ability to plan for and access resources for staff development
· Ability to see potential in all staff and use them most efficiently
· Leadership and facilitation skills
· Public relations skills
· Ability to be open to new ideas
· Strong interpersonal and communication skills
· Ability to work cooperatively
· Knowledge of early childhood and parenting development
· Conflict resolution skills
· Positive attitude
· Team player
· Ability to plan and prioritize tasks
· Ability to plan a budget and manage finances
· Dependability
· Personal dependability
· Ability to research and write grant applications
· Ability to use current technology for data collection and organize data for records and reports
· Public relations skills
· Ability to be open to new ideas
· Strong interpersonal and communication skills




	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	1
	
Early Childhood Teachers, Parent Educators, 
	
9

	2
	
Paraprofessionals, Interventionist, Cultural Liaisons, EC Secretary, ECS Support
	
12

	
TOTAL
	
21



	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
8 - Community Education & Recreation Department
9 - Early Childhood Special Education Teachers
	
Total:           
17



	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:
Duties are generally performed in an administrative/office/school setting where there are minimal environmental hazards and risks.  Employee(s) may be exposed occasionally to disagreeable or stressful conditions involving human interactions.







	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	
x
	

	


	
Walk
	

	
x
	

	


	
Sit
	

	

	

	
x

	
Use hands dexterously (use fingers to handle, feel)
	

	

	

	
x

	
Reach with hands and arms
	

	
x
	

	


	
Climb or balance
	
x
	

	

	


	
Stoop/kneel/crouch or crawl
	

	
x
	

	


	
Talk or hear
	

	

	

	
x

	
Taste or smell
	
x
	

	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	

	

	
x

	
up to 25 pounds
	

	
x
	

	


	
up to 50 pounds
	x
	
	

	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	Physical requirements associated with the position can be best summarized as follows:

Light Work: 
Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to lift, carry, push, and pull or otherwise move objects in the performance of the job.







SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

  Description Created September of 2016


  Date Board Adopted:__________________
	



This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.
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