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EARLY HEAD START SUPERVI SOR

NATURE OF WORK

This position is responsible for assuring that the Head Start Performance
St andards are carried out by all staff and contracted agencies. This is highly
responsi bl e admi ni strative and supervi sory work i nvol vi ng t he nanagenent of Early
Head Start. An enpl oyee in a position allocated to this class is responsible
for planning, coordinating, and adm nistering conprehensive Early Head Start
servi ces. Early Head Start program neans a program that provides |owincome
pregnant wonmen and famlies with children from birth to age 3 with famly-
centered services that facilitate child devel opment, support parental roles, and
pronote sel f-sufficiency. Wrk i nvol ves programpl anni ng and desi gn; coordi nati ng
staff and program devel opnent for maxi mum service delivery effectiveness;
providing technical assistance to delegate agencies, conmunity child care
agencies, and famly child care providers. Wrk is perfornmed under the
supervision of the Head Start Director, and reviewed through conferences,
reports, and program achi evenents.

EXAMPLES OF WORK

Responsi ble for overall managenent of Earl Head Start programs and
servi ces.

Wrks with staff and parents to assure that Early Head Start services are
of the highest | evel of quality and neet the needs of the particular children and
fam lies enrolled. This includes | eading and/or facilitatingin conjunctionwth
parents, an ongoing planing and evaluation process to assure services are
ef fective; managi ng the ongoi ng operati ons and assuring that feedback on service
effectiveness and quality is used to re-design program services or adjust
staffing for training and professional devel oprment.

Training on the Head Start Performance Standards and rel ated issues.

Supervises the Early Head Start Family Services Specialist, Mle
I nvol vermrent Speci al i st, Chil dPl us Conmputer Specialist and other Early Head Start
servi ces.

Carries out goals, policies, and activities designedto inplenment the Early
Head Start objectives and Performance Standards. Devel op and conduct program
anal ysis, research, and eval uation

Supervises and evaluates the Early Head Start staff and nonitors all
activities for conpliance. Wites performance eval uations; issues counseling
forms/di sciplinary actions; handles enployee conplaints and grievances;
recommends the hiring, term nation and pronotion of staff.

Wites grant proposals; management by objective plans; assists in the
devel opnent of the budget and reconmends al |l ocati on of funds for Early Head Start
servi ces.

Provi des technical assistance for early Head Start staff at delegate
agenci es, conmmunity based child care centers, and fanm |y child care providers.

Represents early Head Start on community, state, regional, and nationa
conmittees.
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EARLY HEAD START SUPERVI SOR - CONT’' D

EXAMPLES OF WORK - CONT’ D

Coordinates with Early Head Start partners in the conmunity to ensure
objectives are met. Mdnitors activities of contracted child care providers to
ensure quality assurance.

REQUI RED KNOW EDGE, SKILLS AND ABILITIES

Consi der abl e knowl edge of the principles, theories, and practices of child
devel opnent, facility devel opnent, parenting and parent/child dynam cs, and
culturally conpetent.

Consi derabl e know edge of recent developnments, current literature, and
sources of information related to infants and toddl ers, and pregnant wonen.

Knowl edge of Federal, State, and |local guidelines and regulations
pertaining to the Early Head Start program

Know edge of the nethodol ogy and tools of programreview and eval uation.

Knowl edge of the principles and practices of public adm nistration

Ability to plan, devel op and coordi nate conplex and interrel ati ng worki ng
procedures into conprehensive early Head Start services.

Ability to devel op and coordi nate training prograns.

Ability to prepare detailed and conprehensive program related plans,
proposal s, and reports.

Ability to address an audience effectively and to present comrents and
opi nions clearly and concisely, both orally and in witing.

Ability to develop and nmaintain effective working relationships with the
soci al and nedi cal professions, comunity organi zati ons, staff personnel and the
publi c.

Ability to use an automated information system

M NI MUM ENTRANCE REQUI REMENTS

Bachelor’'s degree in Early Childhood Education, Special Education,
Psychol ogy or related field. Five (5) years experience in managenent of Early
Education or child care prograns of which three (3) years nust be in a
supervi sory capacity.

NECESSARY SPECI AL REQUI REMENTS

Degree specialization in Infant and Toddler Care or National Child
Devel opnent Associate Credential with specialization in Infant and Toddl er Care
or five (5) years of experience working in an Infant and Toddl er Program
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