SANTACLARACOUNTYOFFICBFEDUCATION

CLASSITLEERSEROMPLIANCEPECIALISTRESTRICTED

BASIGUNCTION:

Underthe supervisiorof the Supervisor HeadStartCompliance/ERSEperformstechnical,clericaland
record keepingdutiesrelatingto Eligibility,RecruitmentSelectionEnrolimentand Attendance(ER SE A
childrenandfamiliesin the HeadStart,EarlyHeadStart,and StatePreschooprogramsprovidesrecruitment
supportanddatacollection;reviewsandverifiesfinancialinformationcompletesenrollmentprocessesising
federalandstateregulationsandguidelines.

REPRESENTATDMHETIES:

Thefollowingdutiesareexamplef assignmentperformedbyincumbentsn thisclassification.Itisnota
totally comprehensivdist of duties,nor isit restrictiveregardingjob
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Explainsjnterprets and clarifies State and federal regulations,guidelines,performancestandardsand
mandates; respondsto program inquiries and makes appropriate referrals to other personnel as
appropriate.

Conduct®n sitevisitsto reviewthe filesof enrolledchildrenof directlyandpartner operatedchildcaresites
and centersand validateinformation asassigneddy the position; operatesa vehicleto conductwork as
needed.

Supportghe implementationof proceduredor continuousmonitoringof HeadStart,EarlyHeadStart,and
StatePreschoopartneragencyoperations.

Operatesavarietyof office equipmentincludingascannercopier,shredder printer, computerandassigned
software.

OTHEBUTIES:
Performrelateddutiesasassigned.

KNOWLEDGANDABILITIES:

KNOWLEDGHF:

Datamanagemensystemsanddatacollectionprocesses.

Goalsandfunctionsof the HeadStartProgramEarlyHeadStartProgramand StatePreschooprogramsand
related Stateandfederalregulationsand guidelines.
HeadStartPerformancestandardsandrelated proceduresand policies.
StatePreschootligibility and enrolimentrequirementsandprocedures.
Componentselementsand datarequirementsfor the PrograminformationReport.
Statereviewrequirementsfor enrollmentandattendancereporting.

Modern office practices proceduresand equipment.

Recordkeepingandreport preparationtechniques.

Resourcesvhichmaybe usedto verify or obtain financialand supportinginformation.
Operationof a computerandassignedoftware.

Oralandwritten communicatiorskills.

Interpersonakkillsusingtact, patienceand courtesy.

Telephonetechniquesand etiquette.

Basiaesearchmethods.

Basiamath.

ABILITYO:

Enter,edit, validateand maintaindatamanagemensystemsand systematiaecords.

Operatea computerusingspecializedlatamanagemensystemsand assignedoftware.
Learndepartmentand programobjectivesandgoals.

Obtain,evaluateandverify informationto determineinitial or continuedeligibilityfor participationin the
HeadStartProgramand EarlyHeadStartProgram.

Interpret HeadStartPerformancestandardsfederaland Stateregulationsand guidelines.

Maintain records and prepare mandated, routine and specifiedreports and updateswithin required
timelines.

Assistin compliancemonitoring of specifiedprogramareasfor early child developmentservices.
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Performtechnicaldutiesto maintainthe requiredenrollmentof an assignecthild careprogram.
Assureprogramactivitiescomplywith Stateandfederalcontractobligations,guidelinesandregulations.
Performintakes.

Assesgamily relationshipsandsituations.

Understandandfollow oral andwritten instructions.

Performvariousclericalduties.

Interpret, applyandexplainrules,regulations policiesand procedures.
Communicateeffectivelyboth orally andin writing.

Establistand maintaincooperativeand effectiveworkingrelationshipswith others.
Workindependentlywith little directionasneeded.

Performbasicmath.

Meet schedulesandtime lines.

Driveavehicleto conductwork asneeded.

EDUCATIONNDEXPERIENCE:
Any combination equivalent to: Graduatiorfrom highschoolandsupplementedyoneyearof collegetevel

coursework in a related area of study, and three yearsof experiencein a public assistanceor similar
programworkingwith eligibility, recruitment, enroliment, selectionor attendancerecords.

LICENSESND
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