SANTA CLARA COUNTY OFFICE OF EDUCATION
CLASS TITLE: PROGRAM MANAGER - EARLY START AND PRESCHOOL SUPPORT SERVICES
BASIC FUNCTION:

Under the direction of an assigned supervisor, organizes and directs the activities and operations of the
Early Start Program, including staff development and community outreach; coordinates the Early Start
Program Intake and Assessment Team.

REPRESENTATIVE DUTIES:

ESSENTIAL DUTIES:

Organizes and directs the activities and operations of the Early Start Program, including finalizing the
Individual Family Student Plans (IFSP) and the Individualized Education Plans (IEP); collects audit
information, creates IFSP trackers and files for new students, records them in the database, and assigns
them to a case manager.

Updates the service levels and service changes in data management and tracking systems like SIRAS
before finalizing the IFSP.

Organizes and directs the staff development and training for the Early Start Program for Santa Clara
County Office of Education (SCCOE) and district staff; conducts training on early intervention, legal issues,
programmatic issues, and recommended practices.

Collects information from the intake team regarding students and assigns them to case manager; monitors
the student count in April and October to meet the requirement set by
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Program Manager - Early Start and Preschool Support Services- continued Page 3

LEADERSHIP TEAM COMPETENCIES:
Develops and fosters effective individuals and teams;
Operationalizes the organizational vision, mission, goals, shared values, and guiding principles;
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