SANTA CLARA COUNTY OFFICE OF EDUCATION
CLASS TITLE: EARLY LEARNING SERVICES COMPLIANCE MONITOR
BASIC FUNCTION:

Under the direction of the Manager — Program and Quality Assurance, performs responsible monitoring,
data management, and reporting in support of program compliance for Early Learning Services
(“Department”) programs; assists in the planning and organizing of Department compliance monitoring;
coordinates the monitoring of internal reviews, reporting of center based and partner sites, and
Department activities and operations in accordance with mandated local, state and federal standards,
procedures, rules and regulations; monitors program areas to ensure efficient operation; manages
program data collection functions and data management processes and systems; prepares routine and
comprehensive assessment reports; supports implementing procedures for ongoing monitoring and
continuous improvement of Department and partner agency operations.

REPRESENTATIVE DUTIES:

The following duties are examples of assignments performed by incumbents in this classification. It is not
a totally comprehensive list of duties, nor is it restrictive regarding job assignments.

ESSENTIAL DUTIES:

Performs responsible monitoring, data management, and reporting in support of program compliance for
Department programs.

Assists in the planning and organizing of Department compliance monitoring; coordinates the monitoring
of internal reviews, reporting of center based and partner sites, and Department activities and operations
in accordance with mandated Performance Standards, Policy Council rules and procedures, and state and
federal regulations.

Supports implementing procedures for monitoring and continuous improvement of Department and
partner agency operations; monitors program areas to ensure efficient operation; provides feedback of
site assessment data and reports for the purposes of training, technical assistance and quality
improvement; provides technical assistance and training to directly operated sites and partner agencies.

Conducts on-site compliance monitoring to determine compliance with relevant regulations; reviews
reports from internal and partner agency representatives; reviews compliance data related to services
provided under established contracts; compiles information and related data and generates status reports
of various program areas and recommends improvements.

Manages program data collection functions and data management processes and systems; analyzes
related data collected from self-
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Creates customized reports from Student Information Systems; provides reports, information and
assistance to the Director, Program Analyst, Santa Clara County Board of Education, and Parent Policy
Council regarding assigned functions.

Assists coordinating and organizing various family engagement efforts and support programs.

Keeps current of any changes affecting federal and state rules, regulations and guidelines regarding the
Department.

Attends
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EDUCATION AND EXPERIENCE:

Any combination equivalent to: Bachelor's degree from a regionally accredited university with major
coursework in business administration, public administration, education or related field, and two years of
experience with demonstrated competence collecting, reviewing, monitoring and reporting program data
and making data driven recommendations. Preference may be given to individuals with experience with
compliance monitoring for grant funded programs.

LICENSES AND OTHER REQUIREMENTS:
Valid California driver's license.
WORKING CONDITIONS:

ENVIRONMENT:

Office environment.

Driving a vehicle to conduct work.

May be required to work a flexible schedule evening and weekend hours.
May be required to attend evening meetings.

May require use of personal vehicle in the course of employment.

PHYSICAL DEMANDS:

Stand and sit for long periods of time.

Walk short distances on a regular basis.

Use hands to handle, feel and operate a computer keyboard or other office equipment.

Reach with hands and arms.

Stoop or kneel or crouch to file speak clearly and distinctly to answer telephones and provide information.
Hearing and speaking to exchange information and make presentations.

Dexterity of hands and fingers to operate a computer keyboard.



