JOB ANNOUNCEMENT

Vacancy: 1 

Posted: 9/5/07

POSITION TITLE:


Child Health and Development Administrator 



DEPARTMENT/PROGRAM:
Head Start
REPORTS TO:


Director 

LOCATION:



1055 Wilshire Blvd., Suite 1050, LA, CA  90017

EMPLOYMENT STATUS:

Exempt

DEFINITION


The Child Health and Development Administrator is responsible for overseeing the Head Start Program as it relates to Education, Health, Nutrition, Disabilities, and Mental Health. This position will manage and supervise service areas essential to delivery contractual and regulated obligations to the funding source. The Child Health and Development Administrator will ensure effective service delivery systems and program adherence to Performance Standards.

PROGRAM RESPONSIBILITIES
▪ To oversee the Head Start Management Team related to the areas of Education, Health, Nutrition, Disabilities, and Mental Health. 

▪ To administer the operations of the Head Start Program through a staff of specially trained personnel with established policies, standards and procedures to the satisfaction of agency executive management, Parent Policy Committee, and various funding organizations in accordance with the delegate agency’s contractual obligations.

 ▪ To ensure controls enabling each area of activity to function without immediate

administrative direction, but within limits of established policies and standards.

▪ To serve as the Head Start program’s representative to the community and conduct a

public information program.

▪ To participate in state and national organizations instrumental in developing and giving

guidance to child development programs, policies and legislation.

▪ To develop a program for professional growth and career development of staff and

physical facility maintenance and expansion.

▪ To keep up to date on trends in the child development field and transfer this knowledge

to members and staff and to the public.
▪ To develop relevant program areas that would compliment and enhance the objectives

and purpose of Head Start programs and that of development of young children.

KNOWLEDGE/SKILLS/EXPERIENCE REQUIRED
▪ At the minimum, Bachelor’s degree from an accredited college or university, post graduate degree in one or more of the following disciplines is preferred: Educational Administration, Business Administration, Public Administration, and Community Development

▪ Direct experience in management and development of government funded programs is highly desirable.

▪ Ability to plan, organize and implement programs; establish and maintain standards of

services, orderliness and safety; train, supervise and motivate professional staff in meeting

and exceeding performance goals; deliver effective services; implementing multiple tasks 

within schedule or timeline and meeting and/or exceeding performance goals; 

▪ Ability to maintain accurate records and prepare analytical reports; establish and maintain productive and cooperative working environment; work independently with little direction; and work effectively with all levels of personnel.  

▪ Skills in implementing sound personnel practices; excellent oral and written communication; public speaking; proficient computer skills including at the minimum, using word processing and spread sheet programs; experience and skills in grantsmanship including proposal writing; developing and maintaining public and community relations.
HEALTH REQUIREMENTS
▪ Must meet State health requirements including obtaining a physical examination at the

time of employment; and have verification of T.B. clearance at time of employment (issued

within six (6) months prior to employment) to be reviewed every year.

SPECIAL REQUIREMENTS
▪ Must have use of an automobile with adequate insurance coverage and a valid

California Driver’s license.  Must be fingerprinted whenever required by appropriate

licensing agency.

PHYSICAL DEMANDS:  
▪ The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
▪ While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel and talk or hear. The employee is frequently required to reach with hands and arms, stoop, and kneel. The employee is occasionally required to stand, walk, and lift and/or move at least 25 pounds. Specific vision abilities required by this job include close vision, color vision, and the ability to adjust focus.

SALARY RANGE:
Depends on experience plus excellent benefits.

APPLICATION PROCEDURES:
Applicants must complete a PACE application.  Resumes are not accepted in lieu of application materials.  Interested individuals may obtain an application from: Human Resources Department located at 1055 Wilshire Blvd., Suite 1475, LA, CA 90017. Phone (213)353-3982, Fax (213)353-1227, E-mail address: paceadmin@pacela.org.

PERSON SELECTED FOR THE POSITION MUST PASS A PRE-EMPLOYMENT PHYSICAL EXAMINATION.
PACE is a private not-for-profit corporation that provides employment, small business assistance, education, housing and other community services in the Los Angeles City and County areas.  PACE is an equal opportunity and affirmative action employer.  PACE does not discriminate on the basis of disability and, upon request, will provide reasonable accommodation to ensure equal access to its programs, services, and activities. 
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