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Interpersonal skills using tact, patience, and courtesy. 
Operation of a computer and assigned software. 
Basic public relations techniques. 
 
ABILITY TO: 
Plan, organize, coordinate, and implement the operations, activities, services, and support functions of 
the Head Start/Early Head Start related to mental health services. 
Coordinate information and resources to meet the needs of children and families of children dealing with 
social-emotional and/or behavioral concerns and issues. 
Provide consultation and technical assistance to parents and staff concerning mental health services and 
related standards, requirements, principles, practices, techniques, and procedures. 
Design, develop, implement, and conduct training and staff development activities for staff and 
administrators concerning assigned subject areas and programs. 
Develop and implement subject area and program services, activities, goals, objectives, plans, strategies, 
systems, standards, projects, processes, and procedures. 
Monitor, evaluate and modify standards, policies, and procedures to enhance the effectiveness and 
operational efficiency of the mental health service area. 
Interpret, apply, and explain laws, codes, regulations, policies, and procedures. 
Be sensitive to the needs of students, families and staff. 
Communicate effectively both orally and in writing. 
Establish and maintain cooperative and effective working relationships with others. 
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 and maintain various narrative and statistical records, reports and files. 
 
EDUCATION AND EXPERIENCE:    
 
Any combination equivalent to
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PHYSICAL DEMANDS: 
Dexterity of hands and fingers to operate a computer keyboard. 
Seeing to read a variety of materials. 
Sitting or standing for extended periods of time. 
Hearing and speaking to exchange information and make presentations. 
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