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          ANNOUNCEMENT OF

OPEN POSITION

POSITION:


PARTNERSHIPS SPECIALIST
LOCATION:


HEAD START ADMINISTRATION – SUMNER HS/EHS
GRADE:


8 / NONEXEMPT

RESPONSIBLE TO:

PARTNERSHIPS COORDINATOR
NO. OF WEEKS:

52 WEEKS PER YEAR
QUALIFICATIONS:

· At least four years of college and/or experience in the field of Social Work or Human Services including some experience with supervision, coaching or training.  
· Must possess solid demonstrated case management ability, problem solving, communication skills and personal computer skills.  
· Requires experience working with low-income children and families, and knowledge of the dynamics of poverty and related social issues and the various principals, practices, and norms governing the field of human services.  
· Must have a NYS valid driver license and reliable transportation.  Public relations and public speaking skills are a plus. 
· Bilingual ability preferred.  
· Position may require some weekend and evening hours.
· Ability to work independently as well as with groups.
SUMMARY:
Requires the ability to analyze and interpret the federal rules and regulations governing the Head Start / Early Head Start Program in addition to Day Care Rules and Regulations.  Must have ability to develop and manage partnerships with collaboration agencies and to work with low-income families.    

RESPONSIBILITIES:

1. Assist Partnerships Coordinator to provide licensing support to collaboration partners ensuring knowledge of and compliance with Day Care and HS/EHS Program Regulations.

2. Provide technical assistance to collaboration family workers as directed, including daily check-ins and troubleshooting and monthly individual meetings (or more as needed) to discuss goals and review job performance.  For collaboration family workers within their first year of hire, also provide training and shadowing experiences, and attend home visits and community meetings with them as necessary and on a yearly basis thereafter.
3. In conjunction with Partnerships Coordinator, maintain updated staff listings for all collaborations.  Maintain paperwork from site directors, ensuring that partnership staff receive proper training on HS/EHS requirements, that screenings are conducted for site education staff, and that any alerts are processed.
4. Oversee enrollment for all assigned sites, making changes when necessary, maintaining full enrollment, and working with site directors to maintain a wait list.  Run enrollment reports and ensure their accuracy once invoices are completed on a monthly basis for all assigned sites.
(CONTINUED)

5. Assist with support and monitoring of family engagement activities at collaboration sites, including overseeing orders for food and supplies, and supporting the same book and butterfly distributions.
6. Conduct file reviews for all assigned sites to maintain good standing of all required paperwork, and collect and check monthly reports.
7. Attend collaboration meetings as scheduled as an agent of PEACE, Inc., Head Start / Early Head Start, and visit all assigned sites on a monthly basis.

8. Attend monthly HS/EHS team meetings with the Partnerships Coordinator, SCSD family workers and nurses, and the Health Coordinator and Assistant Health Coordinator.

9. Oversee supply orders for collaborations staff and classrooms.

10. Assist collaboration staff with final registration and orientation at sites.

11. Monitor attendance numbers, Program Information Report data, Family Partnership Agreements, and Family Engagement Assessments to ensure quality and completeness.  Analyze data from reports to assist family workers in providing needed services.
12. Utilize social media to get information out to enrolled families and the overall community.

13. As needed in the absence of a family worker step in to communicate with teachers and assist site staff with attendance and other family situations.
14. Maintain confidentiality of family records and all matters relating to families and staff.

15. Perform all other duties as directed by the Partnerships Coordinator and as they relate to the team-approach of the Head Start / Early Head Start Philosophy.
16. Adhere to relevant health and safety policies and procedures.

17. Follow a plan of continuous professional growth utilizing a variety of training opportunities.

18. Demonstrate proactivity by taking responsible actions to support Head Start / Early Head Start performance standards and maintain policies and procedures.
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