SANTACLARACOUNTOFFICBFEDUCATION

CLASSITLE:Supervisor- ChildCareResourceand Referral
BasicFunction:

Under general supervision,the Resourceand Referral Supervisoris responsiblefor fostering and
maintainingrelationshipswith families,providersand partnersto ensurepositive programoutcomesfor
the Resourceand ReferralDepartment.Overseeshe dayto dayoperationsof the Resourceand Referral
Department,and is responsiblefor the managementand implementationof the overall scopeof work,
including managingproject timelines, tasks, budgets, and reports for the California Department of
Education. Provides,facilitates, and/or coordinatestrainings, workshopsand technical assistanceo
familiesand child careproviders.

REPRESENTATIMETIES:

Thefollowing dutiesare examplef assignmentperformedby incumbentsin this classificationlt is not
acomprehensiveist of duties,nor isit restrictiveregardingjob assignments.

ESSENTIAUTIES:

Supervisethe implementationof servicesaandspeciaprojectsfor childcarereferral servicesn accordance
with specificcontractual
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ChildCarePlanningCouncilLPC).

Managesprograms and partnershipsrelated to Resourceand Referral services;works closely with
CommunityCareLicensingstaff on licensingmplementationof child careprovidersand healthand safety
issues.

Attends sectionalor regional meetings,semiannual and annual meetingsand Resourceand Referral
conference.

Attends a variety of meetings,trainingsand staff developmentprogramsas assigned,conductsregular
meetingswith staff.

Trainsandevaluateghe performanceof assignedtaff; interviewsandselecteemployeesandrecommends
transfer,reassignmenttermination anddisciplinaryactions.

Monitors Stateand Federalegislationrelatedto child care.

OTHEMUTIES
Performsrelateddutiesasassigned.

KNOWLEDGHENDABILITIES:

KNOWLEDGEF:

Resourceand Referralpolicies,proceduresregulationsand performancestandards.
Applicablemandatedtimelines.

Programplanning.

Stateandfederalregulationson communityactionandsocialservicegprograms.
Oralandwritten communicatiorskills.
ProperEnglishincludinggrammar,punctuation,spellingand sentencestructure.
Interpersonakkillsusingtact, patienceand courtesy.

Culturalsensitivityand competencyin all interactionswith families,partnersandcolleagues.
Operationof a computerandassignedoftware.

ABILITYO:

Establistand maintaincommunityrelationshipshat serveasreferral sourcedor families
andproviders.

Recruitand maintaincooperativeworkingrelationshipswith family child careproviders.
Provideresourcesandsupportto family child careprovidersand partnerscontractedby the
Resourceand ReferralDepartment.

Workwithin aninterdisciplinaryteam asa cooperativeand supportiveteammember.
Interpret andanalyzdaws,codesandregulationsasthey relate to this position.

Spealand presentpublicly.

Maintain professionalisnand confidentialityin the courseof work.

Providesupportto familiesregardinginformation andresourcedo facilitate family needs.
Establishprepareand maintainreports and effectiverecord keepingsystems.

Maintain currentandaccuraterecords.

Completerequireddocumentationto ensureprogramcompliancewith federaland state mandates.
Coordinateand conductparentmeetingsandtrainings.
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