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Communicate with other administrators, personnel and outside organizations to coordinate activities and
programs, resolve issues and conflicts and exchange information.

Use program data to inform and advise program administrators and partners of program improvement and
learning opportunitics and assist with the development of these opportunities when appropriate.
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Start/Early Head Start program.
Operate a computer and other office equipment as assigned.

Drive a vehicle to perform work as assigned, such as conducting site visits to County and other Head Start
agencies.

Attend and conduct a variety of meetings as assigned, participate in the Planning Task Force committee to
develop goals and objectives for the Head Start/Early Start Programs.

OTHER DUTIES:
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:
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related regulations.

Head Start Act provisions, regulations and objectives.

Head Start governance and organizational structures.

California Community Child Care Licensing Requirements.

State Preschool funding terms and conditions.

Principles and practices of training.

Strategic planning and policy development.

Community social service agencies.

Federal, state and local regulations as they apply to grant funded program mandates.

Features and capabilities of computers, peripheral and survev equipment. and information svsteras
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Exercise creativity and independent judgment with limited supervision.
Perform outreach and gain the cooperation and confidence of those contacted in the course of work.
Interpret, apply and explain rules, regulations, policies and procedures.
Establish and maintain cooperative and effective working relationships with others.
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Analyze situations accurately and adopt an effective course of action,

Meet schedules and timelines.

Plan and organize work.

Prepare comprehensive narrative and statistical reports.

Direct the maintenance of a variety of reports, records and files related to assigned activities.

EDUCATION AND EXPERIENCE:
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