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required.��
��
Recruits��Head��Start��Program��students;��participates��in��recruitment��events;��distributes��flyers;��communicates��
with��community��agencies��and��schools��to��facilitate��recruitment��events;��assists��parents��in��completing��
enrollment��packages.��
��
Prepares��and��maintains��a��variety��of��narrative��and��statistical��reports,��records��and��files��related��to��assigned��
activities,��including,��but��not��limited��to��program��requirements��and��federal��reviews;��cross�rmonitors��program��
participants��as��required;��maintains��records��of��files��reviewed��at��partner��sites;��participates��in��the��review��
process��including��panel��interviews��and��site��reviews;��keeps��records,��audits,��and��reviews��files��and��materials,��
prepares��files��for��other��to��audit;��makes��updates��and��revisions��based��on��audits��and��reviews.��
��
Assists��families��with��the��children��signature��program��sites��as��assigned;��obtains��consent��forms��from��parents��to��
participate��in��the��program;��prepares��and��sends��reports��to��First��5��program��administrators��and��the��COE.��
��
Enters��meal��counts��and��absences;��tracks��and��monitors��student��attendance��records;��sends��attendance��
related��communications��to��families;��processes,��corrects,��scans,��and��audits��attendance��records��and��meal��
counts��as��needed;��scans��and��sends��forms��to��appropriate��staff��for��processing.��
��
Participates��in��Inclusion��planning��meetings��related��to��Inclusion��Collaborative��projects,��as��needed.��
��
Assists��with��creating,��and��monitoring��for��compliance,��individual��health��plans��for��students,��as��overseen��by��
administrators,��including��contacting��doctors��and��reviewing��medications.��
��
Assist��with��monitoring��nutrition��plans��for��students,��including��contacting��Nutritionist��for��substitute��foods.��
��
Assists��with��following��up��with��Individual��Educational��Plans��for��students;��contacts��school��districts��to��ensure��
that��assessments��occur.��
��
Communicates��with��administrators,��personnel��and��outside��organizations��to��coordinate��activities��and��
programs,��resolves��issues��and��conflicts��and��exchange��information;��develops��and��maintains��cooperative��and��
effective��working��relationships��with��others;��networks,��establishes,��and��maintains��relationships��with��
community�rbased��organizations.��
��
Operates��a��computer��and��assigned��software��programs;��operates��other��office��equipment��as��assigned;��drives��
a��vehicle��to��conduct��work��as��assigned.��
��
Attends��a��variety��of��meetings,��including��with��partner��agencies��as��assigned;��may��be��required��to��work��some��
weekends;��assists��with��planning��and��facilitating��Math��workshops��as��assigned;��plans��and��conducts��Family��
Services��trainings��for��partner��agency��staff;��provides��partner��agencies��with��resources��and��technical��support.��
��
OTHER��DUTIES:��
Perform��related��duties��as��assigned.��
��
KNOWLEDGE��AND��ABILITIES:��
��
KNOWLEDGE��OF:��
Head��Start��policies,��procedures��and��regulations.��
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��
WORKING��CONDITIONS:��
��
ENVIRONMENT:��
Office��environment.��
Driving��a��vehicle��to��conduct��work.��
��
PHYSICAL��DEMANDS:��
Hearing��and��speaking��to��exchange��information��and��make��presentations.��
Dexterity��of��hands��and��fingers��to��operate��a��computer��keyboard.��
Seeing��to��read��a��variety��of��materials.��
Sitting��and��standing��for��extended��periods��of��time.��
Walking��to��conduct��recruitment��activities.��
��
��
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