SANTA CLARA COUNTY OFFICE OF EDUCATION
CLASS TITLE: DIRECTOR Il — EARLY LEARNING SERVICES
BASIC FUNCTION:

Under the direction of the Assistant Superintendent-Educational Services Division, plans, organizes,
controls and directs the operation, management and administration of the Head Start/Early Head Start
and State Preschool Programs; develops, monitors, implements and evaluates program policies and
procedures; develops, administers and monitors program budgets; assures that Head Start/Early Head
Start and State Preschool Programs comply with and implement State, local and federal regulations;
supervises and evaluates the performance of assigned personnel.

REPRESENTATIVE DUTIES:
ESSENTIAL DUTIES:

Plans, organizes, controls and directs the operation, management and administration of the Head
Start/Early Head Start and State Preschool Programs; develops, monitors, implements and evaluates
program policies and procedures.

Assures the Head Start/Early Head Start and State Preschool Programs comply with and implement State,
local and federal regulations; provides guidance, training and interpretation of regulations to assure
compliance.

Develops and implements a planning process for the program, including program design and
management, health/mental health, disabilities, nutrition, parent involvement and child development.

Plans, organizes and implements long and short-term programs and activities designed to develop
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KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization and direction of the Head Start/Early Start and State Preschool Programs;
Head Start organizational and governance structure;

Federal and State program regulation, performance standards and policies applicable to the management
and administration of assigned programs;

Early child development theory and current research of practice models;

Bargaining unit contracts;

Budget preparation and control;

Oral and written communication skills;

Principles and practices of administration, supervision and training;

Team building, management and leadership;

Experience in working with culturally diverse staff and families;

Applicable laws, codes, regulations, policies and procedures;

Interpersonal skills using tact, patience and courtesy;

Operation of a computer and assigned software

ABILITY TO:

Plan, organize, control and direct the operation, management and administration of the Head Start/Early
Head Start and State Preschool Programs;

Develop, monitor, implement and evaluate program policies and procedures;

Develop, administer and monitor program budgets;

Plan and assess curriculum;

Forecast and identify important, ongoing trends and long-term planning for the program;
Lead and coordinate project or program staffing and budget expenditures;

Work effectively with diverse populations;

Direct and evaluate the performance of assigned staff;

Communicate effectively both orally and in writing;

Interpret, apply and explain rules, regulations, policies and procedures;

Establish and maintain cooperative and effective working relationships with others;
Operate a computer and assigned office equipment;

Analyze situations accurately and adopt an effective course of action;

Meet schedules and timelines; tion;
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