
SANTA CLARA COUNTY OFFICE OF EDUCATION

CLASS TITLE: MANAGER- EARLY HEAD START PROGRAM

BASIC FUNCTION:

Under the direction of the Director III- Early Learning Services, plans, organizes, and directs, the program
functions, systems, and daily operations of the Early Head Start Program and related contracts; monitors
fiscal and program compliance with federal, state and local regulation; manages and coordinates the
communication, meetings, and partnerships of the Early Head Start Family Child Care Provider Group;
supervises and evaluates the performance of assigned staff.

REPRESENTATIVE DUTIES

ESSENTIAL DUTIES

Plans, organizes, and directs, the program functions, systems, and daily operations of the Early Head Start
EHS) Program and related contracts; ensures strong coordination, efficiency, and quality between program

and support services.

Develops and implements policies and procedures that ensures quality program services including training
and technical support for all EHS program options, and the provision of the content expertise in the area of

safe environments, health/ nutrition, family engagement, mental health, disabilities, and ERSEA in accordance
with the Head Start Act, Head Start Performance Standards, state regulations, and local laws, as applicable.

In conjunction with the Director, develops and monitors budgets including the in- kind match collection;
analyzes and reviews financial data, cost allocation plans, and expenditure reports; controls and authorizes
expenditures in accordance with establish limitations.

Provides technical expertise to the Director regarding assigned activities and assists in the formulation of
program and fiscal long-term goals, objectives and activities; and ensures the development, review, and
update of procedures, manuals and program written plans, as needed for all program options.

Works with the Program and Quality Improvement Manager to oversee the implementation of procedures
for monitoring program compliance with program guidelines,  Administrative Regulation,  Head Start

Reauthorization Act and
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and quality improvement plans; prepares and
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Operate a computer and assigned office equipment;

Analyze situations accurately and adopt an effective course of action;
Meet schedules and timelines;

Work independently with little direction;
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;
Maintain current knowledge of legal requirements and changes to laws;

Demonstrate cross- cultural sensitivity and respect;
Operate a variety of audio-visual, office and instructional equipment.

EDUCATION AND EXPERIENCE

Any combination equivalent to a bachelor' s degree in child development, education or related field, and five
5) years experience in a highly responsible administrative or management position in early care and

education, which included program planning and organizing, budget development and administration, and
training and supervision of staff.

PREFERRED QUALIFICATIONS
Bilingual Preferred— Spanish

Master' s degree in child development or related field

LICENSES AND


