
SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: ASSISTANT MANAGER— EARLY HEAD START PROGRAM

BASIC FUNCTION:

Under the direction of the Manager- Early Head Start Program, organizes and directs the activities and
operation of the Early Head Start Program;  monitors compliance with federal,  state and local

requirements for the all program options (center based, home visiting and family childcare); ensures all
program options are providing comprehensive services; trains, supervises and evaluates assigned staff.

REPRESENTATIVE DUTIES:
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interactions, home visitor-parent interactions, child outcomes and learning environments.

Coordinates and ensures training of staff and partner sites takes place including onboarding, pre- service
and professional development throughout the program year.

In conjunction with the Manger, prepares and submits the necessary data for Program Information
Report ( PIR), corporate audit, and other reports/ reviews; prepares and maintains a variety of reports,
records and files related to personnel and assigned activities; develops and manages program calendars;
coordinates intake schedules;  generates program reports for monitoring of services and staff
performance; prepares and submits licensing applications and meets with licensing representatives.

Approves purchases of program equipment, supplies, materials for all program options, including family
childcare homes, classrooms and home- based sites; identifies supply and equipment needs for the
program; submits and approves work orders and maintenance needs for program sites.

Communicates with administrators, personnel and outside organizations to coordinate activities, resolve
issues and conflicts, and exchange information; advises on program goals and objectives for grant
proposals.

Operates a computer and assigned software programs; operates other office equipment as assigned.

Attends all required meetings, pre-services, in- services, and other trainings as required.

OTHER DUTIES:

Performs related duties as assigned.

KNOWLEDGE AND ABILITIES

KNOWLEDGE OF:

Management of operations and activities






