Lorain County Community Action Agency

Position Description

Position:

FAMILY SERVICE WORKER
Department: 

Head Start

Supervisor:

Family Service/Assistant Administrator
Responsibilities:    To assist Head Start families in finding local resources to meet families’ health and social service needs.  To assure that every parent has the opportunity for a significant experience in the Head Start program.

Essential Job Functions:

· Recruits and enrolls all eligible children and obtain relevant information for each service area;

· Refers families to the appropriate agencies for services and monitors results and provides follow-up; 

· Encourages parents to participate in all phases of the program such as volunteering in classrooms, participating in training and as a member of committees and boards;

· Tracks volunteer hours;

· Ensures that every family obtains and effectively utilizes a family medical home;

· Maintains current and accurate health and social service records as required by the program and ensures their confidentiality;

· Assists with USDA reimbursement;

· Keeps accurate attendance records of assigned classrooms and maintains accurate class lists;

· Completes a minimum of two home visits per family during the program year to complete parents agreement/self-sufficiency plan and provide support and follow-up;

· Ensures parent committee have elected leadership and are functioning well in addition to providing technical assistance and guidance;

· Maintains a waiting list of eligible children;

· Assists in writing and submitting articles for parent newsletter;

· Demonstrates knowledge of social service agencies and local providers of medical and dental services;

· Participates in professional development and training activities provided by the Agency;

· Abides by applicable Agency rules and regulations;

· Other duties as assigned by an appropriate supervisor.

Qualifications:  High school graduate or equivalent required with two years experience in Head Start preferred. Ability to work with low-income and disadvantaged children and adults of diverse backgrounds.  Strong desire to support low-income families, address problems and achieve goals.  Must meet all requirements of the Ohio Department of Education, and Licensure for Preschool Programs .

Must have a valid Ohio driver’s license, reliable transportation and be insurable under agency carrier.  

Knowledge/Skills/Abilities:   Must have strong written and verbal communication skills; Must have excellent interpersonal skills; Ability to work with people from diverse cultures; Knowledge of Head Start programmatic requirements; Knowledge of community resources to provide families with support; A demonstrated ability to work with young children; Knowledge of computer systems, including hardware, software, problem solving and file organization for computers; Ability to work in high-pressured situations and handle sensitive inquiries; ability to maintain confidentiality.
Pay Grade: 4
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