SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: MANAGER - HEAD START PLANNING & SUPPORT/RESTRICTED

BASIC FUNCTION:

Under the direction of the Director Ill-Head Start, plan, organize and direct planning and support
service areas of the Head Start program, including clerical, contract management, maintenance,
custodial, health, nutrition and family services; manage and support the activities of the program
design team to assure quality services to children and families; plan and oversee annual program
planning, grant development and self-assessment activities; supervise and evaluate the
performance of a551gned personnel.

REPRESENTATIVE DUTIES
ESSENTIAL DUTIES:

Plan, organize and direct planning and support service areas of the Head Start program; mcludrng‘ el
clerical;, contract: management ma:mtenance custochal health, nutrition and family services: o

Orgamze and dlrect the Head Start contract admmlstratlon act1v1t1es mcludmg consuitlng Wlth<
. landlords ‘:regarding - property. ‘maintenance,: enhancements -and ‘new- lease.: agreemeiit
communicate ‘with architects, -service -providers and others regarding facility improvements,

- memorandums of understandmg ‘with: Somal service agenmes and health prov1ders servmg low:
- income: famlhes fdint g s : D SR

2

OVersee heaIth and nutrmon act1v1t1es Work w1th partners and coordmate serv1ces reportmg=
~procedures and promde program updates ' : , Ly

'5P1an orgamze and dlrect and partlc1pate iin :the Head Start planmng and . grant apphca,tlonf;.:r-“"-~*-= ;
.- process, including . the :development - of . community. assessment goals and obJectrves andf"
- -operational procedures for:.each of the service areas. : S e ERln g

.Ma:oage support service areas for Head Start program including ‘eligibility, enrollment, family - =«
“support, food services; facilities and operations support; supervise and oversee -the act1v1t1es of U
- the program: de51gn team to assure quality of services for children and familjes. - et b

Manage and superwse cierical support for Head Start program functions, including systems for -
enroliment, food programs, health and family services.

Plan, organize and direct Head Start facility maintenance and custodial activities; develop
maintenance schedules and timelines; coordinate summer clean up activities and special projects;
address related safety concerns and prioritize work orders.

Supervise and evaluate the performance of assigned staff; interview and select employees and
recommend {ransfers, reassignment, termination and disciplinary actions; coordinate staff

development training activities and work closely with Program Operations and Human
Resources to identify training needs.

Develop and establish procedures that include parents in various aspects of the Head Start
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-.assigned.

. OTHER DUTIES:
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program including procedures for the transition of children and families into and out of the
program; develop and implement procedures for monitoring progress, planning improvement and
data analysis and for eligibility, recruitment, selection, enrollment and attendance that meet the
requirements of Performance Standards and other regulations.

Provide technical expertise, information and assistance to the Director I1I-Head Start regarding
assigned functions; assist in the formulation and development of policies, procedures and
programs; develop guides, manuals and resource materials for staff and parents to clarify agency
policies and support the implementation of procedures.

Direct the preparation and maintenance of a variety of narrative and statistical reports, records
and files related to personnel and assigned activities; generate payroll reports, subfinder reports,
- grant development, and other related records and reports. Submit to appropriate agency or
department; establish and maintain internal momtormg processes to assure adherence to federal
and State requ1rements

Commumcate‘ wﬁh' other administrators; -personnel and outside ‘organizations to coordinate .+
activities and programs resolve issues:and eonﬂlcts and exchange 1nformat10n

Develop and prepare the annual prehmmary budget for the Head Start PIanmng and- Supp@rt*
* Department; analyze and review budgetary and: ﬁnanc:lal data; control and authonze expendrtureSf:-;
..maccordance w1th estabhshed hm1tatsrons : o swrrnomntermala o s

Analyze trends from each service area- a:nd data on. chlldren and famlhes enrolled n the program: :
and determines-whether ‘appropriate results are achieved; proposes corrective action needed:and:
- monitors - its- 1mp1ementat10n establishes-and mamtams commumty resources and agreement:
'w1th extemal prograrns and agem:les : gt

i Operate a: computer and other ofﬁce equrpment as: assrg;ned drlve a Vehlcle to conduct Work 1as

i Attend and conduct a Vanety of" meetmgs as 3351g11t3d e

Perform related dutres as assxgned
KN OWLEDGE AND ABILITIES:

KNOWLEDGE OF: -

Planning, organization and direction of Head Start programs.

Organizational management, systems and related procedures related to Head Start programs.
Budget preparation and control.

Strategies and methods for developing agreements and partnerships.

State, and federal requirements relating to the Head Start programs.

Oral and written communication skills.

Principles and practices of management.

Applicable laws, codes, regulations, policies and procedures.
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‘w.-Meet schedules and time hines:

.2 Plan and organize work.

-+ Train and evaluate:the.performance of assigned staff.:

| « - and.others. -

e EDUCATION AND EXPERIENCE
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Computer software applications for child development reporting.
Principles and methods of child development.

Proper evaluation methods.

Budget preparation and control.

Oral and written communication skills.

Principles and practices of administration, supervision and training.
Interpersonal skills using tact, patience and courtesy.

Operation of a computer and assigned software.,

ABILITY TO:

Plan, organize and administer the operation of Head Start Planning and Support pro grams

Conduct comprehensive planning for program goals and objectives

Communicate effectively both orally and in-writing. -

. Develop and implement procedures for the evaluation of program outcomes/results. -

- Interpret, apply and explain State and federal rules, regulations, policies and procedures
Analyze situations accurately and adopt an. effectlve course of action. L.

. Work independently with 11ttle direction. . -

- Operate a.computer-and assugned office: eqmpment
.- Prepare comprehensive narrative and statistical: repons

Establish and ‘maintain worklng relatzonshl’ps-Wlth faculty, staff parents commumty members it

. Conduct effectwe pro gram evaluatmns
= Secure successful gra:nts

‘ Any combmatxon eqmvalent to bachelor S degree w1th ma.Jor course work n orgamzatlonal.i;-w AR
development, management or a related ﬁeld and four yea;rs 1ncreasmg1y respons;ble mstructlonal‘.
‘program management expenence R IATAe o L T B

 LICENSES AND OTHER REQUIREMENTS o
Valid Cahforma driver's lxcense o

WORKING CONDITIONS:

ENVIRONMENT:

Office environment.
Driving a vehicle to conduct work.
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PHYSICAL DEMANDS:
Hearing and speaking to exchange information and make presentations.

Dextenty of hands and fingers to operate a computer keyboard.
Seeing to read a variety of materials.

Approved by Personnel Gommission: June 23, 2011
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