SANTA CLARA COUNTY OFFICE OF EDUCATION

POSITION TITLE: Substitute/Relief Enrollment Compliance Specialist
HOURLY RATE: $20.79/hour

DUTIES AND RESPONSIBILITIES The Substitute/Relief Enrollment Compliance Specialist
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of children and families in the Head Start Program and Early Head Start Program; provides
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Responds to program inquiries and makes appropriate referrals to program content experts or
other staff
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Analyze situations accurately and adopt an effective course of action

Communicate effectively, orally and in writing, with individuals of diverse backgrounds and
cultures

Work independently and effectively with others in a variety of situations
May require:

Bilingual and/or biliterate skills in another language other than English as designated by the
County Office of Education.

: Education equivalent to a high school diploma supplemented
by clerical and office occupational, training and two (2) years experience with public service
agencies or any combination of education and experience necessary to demonstrate the required
knowledge and abilities to successfully perform the typical duties listed above.

BARGAINING UNIT: Substitute Workers Unit
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