Lorain County Community Action Agency

Position Description

Position:

EDUCATION/DISABILITIES SERVICES SPECIALIST
Department:

Head Start
Supervisor:

Head Start Director
Responsibilities:   To design, coordinate, and implement a diversified early childhood education program for Head Start, Early Head Start and ELI children, including services to children with a disability/special need.  Ensure recruitment ,enrollment, and delivery of high quality comprehensive services in an integrated, individualized and developmentally appropriate manner reflective of the Community Needs Assessment, Self Assessment, and other data. Implements a high quality program for all education staff and parents.  Implements on-going monitoring and quarterly quality assurance.
Essential Job Functions:
· Works within goals, policies, and activities designed to meet performance standards and other program mandates;

· Assumes the responsibility of disability services content area specialist per performance standards;

· Provides oversight and supervision to the Early Head Start program and staff;

· Provides overall supervision to the Education Department evaluation of staff, and compliance with Head Start regulations and performance standards;

· Works with all staff members as a team to ensure quality, comprehensive services to children and families, and to meet and exceed Head Start regulations and performance standards;

· Develops an Advisory Committee comprised of parents and professionals in the field and utilizes them in component planning, implementation and evaluation;

· Completes and submits monthly and quarterly reports, and the annual P.I.R. for the components and makes verbal and written reports as necessary;

· Assists in promoting active parent involvement;

· Develops and implements plans for successful transition of children into public schools or special programs;

· Researches curriculum and testing materials and makes recommendations to the Head Start Director;

· Assists the Head Start Director and other staff in the development of proposals, work plans and budgets as assigned;

· Assists the Head Start Director in supporting collaboration efforts among community providers;

· Travels as necessary for attendance at meetings, seminars, workshops, etc. for fulfillment of requirements and responsibilities;

· Other duties as assigned and;

· Abides by all applicable Agency rules and regulations.  
Qualifications:    Bachelor degree required, Masters degree preferred in Early Childhood Education or related field, with at least five years experience working with preschool children and their families is required.  Experience leading professional educators. Experience with special needs programs, children and infant/toddler programs.   Must have valid driver’s license and reliable transportation, and meet all requirements of Ohio Department of Job and Family Services.   Must have experience with data analysis, management, and quality assurance.
Knowledge/Skills/Abilities:  Experience with public schools is preferred. Successful candidate must have strong management skills and  thorough knowledge of early childhood and disabilities education.  Knowledge of and ability to work with low income people of diverse ethnic and racial backgrounds.  Must have experience working with infants/toddlers. Ability to maintain strong, positive collaborative relationships with local school systems and related businesses.   Skills must include good written and oral communication skills, planning and budgeting, and program management.  Must possess excellent computer skills.   

Pay Grade: 9
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