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“Assisting family successes through excellence in comprehensive early education and developmental services.”

	 
Job Title:  Staff Development Coordinator
    
Grade Level:  G-11                 Division: Direct Care
	
Exempt             

Non-Exempt     

	
SALARY: Minimum $51,410/year
	        
Midpoint - $64,236/year                       
	
Maximum -$77,062/year



Minimum Requirements:

· [bookmark: _GoBack]Bachelor’s degree in Early Childhood Development, Education or a closely related field; minimum of 5 years experience in management of staff development department.  
· Additional supervisory and administrative experience is desired.  
· Computer proficiency required.  
· Ability to effectively interact with and relate to diverse staff and families.  
· Excellent verbal and written communication skills.  
· Ability to develop & maintain presence in the community.  
· Bilingual abilities a plus.
· Insured and reliable vehicle for transportation.  
· Must be able to pass a pre-employment and/or periodic physical examination, TB skin test, and complete background check every 24 months.


Physical Requirements:

The physical requirements for this position are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

· Must be able to frequently walk, stand and sit for extended time periods. 
· Repetitive use of hands; reaching and turning; 
· Ability to lift up to 30 pounds; light lifting of supplies and materials;
· Specific vision abilities required by this job include close vision, distance vision and the ability to adjust focus.  
· Must be able to twist, turn, kneel, bend and stoop.
· Must be able to monitor children’s safety in activities when needed

Responsibilities:

The Staff Development Coordinator is responsible for creating trainings and professional development opportunities for all staff. The staff development coordinator will create professional development specifically for Early Head Start and Head Start staff to ensure continuing education requirement are met.  The coordinator works with a team to plan professional development opportunities for staff, partners with local community colleges and universities, and ensures that all staff meet annual requirements through child care licensing and Head Start.  
	
· The Staff Development Coordinator is responsible for planning and/or coordinating training/staff development for CCA staff members, ISD staff working in CCA Collaborations, parents, policy council and appropriate community partners (to include building and maintaining relationships with institutions of higher learning).   
· Manage and oversee the Staff Development Plans, to include updated information in ChildPlus and Epicor software related to staff qualifications. 
· Demonstrates supervisory and leadership skills; ability to plan and manage budgets; effective problem solving; ability to interpret and implement current policies and procedures; 

Preferred Skills:

· Bilingual abilities preferred.
· Access to reliable transportation
· Ability to relate to staff from multi-cultural backgrounds

BENEFITS PACKAGE INCLUDES:

Child Care Associates offers a competitive benefits package that is provided to all fulltime employees that include health, dental and life insurance coverage. Additional voluntary benefits are offered to all fulltime employees in addition to the core benefits package.  

After completing one (1) year of service, the company contributes 4% of the employee’s earnings to the 403(b) retirement plan.  If the employee also elects to make a contribution to the plan, Child Care Associates will match half (50%) of the employee’s contribution up to 4% of base salary.

Child Care Associates provides other benefits, which are outlined in the Staff Handbook, such as paid holidays, paid time off (PTO), as well as a Service Recognition Program.

..................................................................................................................................................

ACKNOWLEDGEMENT:


I have received a copy of my job description.  My signature below acknowledges that I understand the requirements and expectations for this position. 



Employee (Print) ______________________________________ 


Employee Signature ____________________________________	Date __________________________
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