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issues and conflicts and exchanges information; coordinates with management, and component experts to
assure program services meet Preschool mandates and education components.

Responds to parent issues and concerns regarding their child, complaints regarding staff, and other Program
related questions; reviews and develops Parent Advisory Committee meeting agendas; trains parents to
conduct environmental ratings as necessary; meets with parents regarding discipline, developmental or other
child issues and develops corrective plan of action.

Prepares new sites for licensing and Fire Marshall clearance; meets with licensing staff to complete licensing
protocols; identifies classroom needs for materials and equipment; approves classroom maintenance needs;
responds to security/ fire alarm activation and maintenance needs of facilities.

Operates a computer and assigned software programs; operates other office equipment as assigned.

Attends a variety of ineetings as assigned.

OTHER DUTIES:

Performs related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Principles of child development and early childhood education.
Practices and procedures involved in the development, implementation and evaluation of early childhood
education instructional functions and transitional services.

State guidelines and requirements concerning early childhood education programs.
Requirements of maintaining a children' s center in a safe, clean and orderly condition.
Curriculum interpretation and application in the early childhood education programs.
Problems and concerns of students with special needs.

Policies and objectives of assigned program and activities.

Concepts of child growth, development and behavior characteristics of preschool age children.

Early childhood curriculum areas and appropriate methods for implementation and assessment.

Methods of observing, evaluating and recording child behavior.
Safe practices in classroom activities.

Requirements of maintaining a children' s center in a safe, clean and orderly condition.
Cross-cultural issues.

Applicable laws, codes, regulations, policies and procedures related to assigned areas.

Developmentally appropriate practices.
Budget preparation and control.

Policies and objectives of assigned program and activities.

Record- keeping and report preparation techniques.
Oral and written communication skills.

Applicable laws, codes, rules and regulations.

Correct English usage, grammar, spelling, punctuation and vocabulary.
Health and safety regulations.

Principles and practices of training and providing work direction to others.
Operation of a variety of audio-visual, office and instructional equipment.

ABILITY TO:

Plan, organize, control and direct the operations of Early Childhood Services.
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Assure compliance with legal aspects of special education and early childhood education


