
JOB DESCRIPTION
2011.135

Position Title:					ECLC Family Service Coordinator/Health Assistant
Departmental Supervisor:			ECLC Executive Manager
Titles of Departments Supervised:		N/A
Compensation Range:				DOE

[bookmark: _GoBack]Primary Function: The ECLC Family Service Coordinator plans, organizes and provides comprehensive support and services for the Early Childhood Learning Center (ECLC) families, develops parent education, in-service trainings and community activities; schedules, coordinates and implements staff development opportunities for internal staff and with external agencies; promotes interagency collaboration and interface amongst community agencies as outlined in the Head Start Performance Standards.

The ECLC Health Assistant is responsible for supporting ECLC in the areas of child health, safety, and child nutrition through leadership, training, monitoring and technical assistance to programs systems and services as outlined in the Head Start Performance Standards. 

Responsibilities:
· Develop and maintain positive working relationships through interagency agreements with Tribal and other community organizations that provide family and health services to children and families.
· Provide in-service training to ECLC staff on family service topics, as needed to promote the efficiency of the program.
· Maintain systems to ensure quality and consistent delivery of family services provided to ECLC families.
· Ensure compliance with Head Start Performance Standards related to ERSEA and family and community partnerships.
· Develop and maintain an ongoing record-keeping system that tracks family and health services of identified caseload.
· Works to achieve all ECLC family service goals as established by the Tribal Council, Policy Council and ECLC management staff.
· Coordinates family service training activities with other outside agencies as well as in-house training opportunities to ensure delivery of all identified training needs.
· Ensures the family service and health portion of child files in caseload is accurate and up-to-date.
· Completes the IFPA process with assigned children and families, prenatal through age 5.
· Coordinate services in an active, ongoing process that involves assisting parents of eligible children in gaining access to ECLC services and other community services, as identified in their individual family partnership agreement.
· Carries out the referral process and procedure and coordinates with Social Services as needed for referral follow-up.
· Conducts advocacy work (i.e., scheduling and attending meetings on behalf of families, helping families with other programs: TANF, counseling services, courts, etc.)
· Conducts active, ongoing recruitment of low-income families through regular contact (e.g., in person with Tribal departments, developing and posting flyers, regular emails to all Tribal employees and departments, regular contacts with the public school and Tribal school, face-to-face contact with the families most in need, etc.)
· Facilitates the enrollment process of ECLC children and their families.
· Set up and maintain the Parent Resource Room.
· Coordinates parent trainings and socialization events in conjunction with identified parent goals.
· Assists with Child Find through cooperative efforts of professionals related to the specific needs of prenatal to age 5 populations.
· Maintains updated and current information in Child Plus for all assigned children and families.
· Maintains child files and documentation related to all contacts and activities undertaken with all assigned children and families.
· Gathers all information related to family services as needed for the PIR.
· Maintains tracking system for the delivery of services to enrolled prenatal families.
· Update and implement prenatal curriculum for pregnant women served by the ECLC, and carries out duties and responsibilities as stated in the Head Start Performance Standards.
· Classroom coverage as needed.
· Assists in the preparation of program reports, providing family service program data where required.
· Assists with the collection of and documents in-kind contributions.
· Assists with center-wide inventory.
· Assists with the collection of internal data for ECLC Self-Assessment and Community Assessment.

General:
· Provides all children enrolled in the ECLC with a safe, nurturing, engaging, enjoyable and secure learning environment.
· Maintains professionalism through effective actions supportive of the ECLC philosophy.
· Cooperates as a member of a team with all ECLC staff, volunteers and parents.
· Maintains confidentiality of all program records and communication.
· Attends training sessions locally and out of town, as well as all ECLC staff meetings and required functions.
· Abides by all ECLC and Tribal policies and procedures.
· Willing to take direction and learn new skills.
· Be willing to work a flexible schedule, including some evening hours and occasionally weekend hours. 
· Performs other duties as assigned to meet the Head Start Performance Standards and to promote the efficiency and effectiveness of the ECLC.
· Maintains current CPR/First Aid certification.
· Communicates effectively with others, including giving and receiving feedback on the quality of services.
· Assist with the recruitment of families for the ECLC and promote parent involvement in all aspects of the program.
· Interacts, establishes, maintains, and coordinates ECLC program activities and planning in varying degrees with various resources in order to better serve the needs of ECLC families.
· Participates as an active member of the ECLC Task Force team.
· Other duties as assigned to promote the efficiency and effectiveness of the ECLC. 

Desired Qualifications

1. Master’s degree in Child Development, Family Services or related field with three or more year’s experience.
2. Training in child development, health and safety, adult learning and family dynamics, with experience in a child care setting.
3. Working knowledge of CCDF, Head Start and Early Head Start components.
4. Two or more years experience working with Native American families.
5. Knowledge of the Coeur d’Alene language, culture and history to develop an understanding of the families ECLC serves.
6. Experience with child-centered, family-directed programs.
7. Demonstrate excellent attendance in prior positions.
8. Demonstrate excellent interpersonal and communication skills (oral and written).
9. Ability to use word processing and database software on a personal computer at an “intermediate” or higher level. 
10. Good organization and the ability to plan and follow through on projects.




Minimum Qualifications

1. Bachelor’s degree in Child Development, Family Services or related field with three or more year’s experience.
2. Ability to communicate with families in the home and in a group setting.
3. Experience working with diverse racial and ethnic groups, especially Native American families.
4. Working knowledge of Head Start Performance Standards and ECLC Policies and Procedures.
5. Must be self-directed and highly motivated.
6. Demonstrated ability to communicate effectively (orally and in writing) and use word processing, spreadsheet, and database software, as well as basic office machinery.
7. Ability or willingness to work consistently in a professional manner and be an effective problem solver, while exercising good judgment under stressful situations.
8. Ability of willingness to maintain an orderly work environment and learn good organization skills.
9. Must pass in-depth background investigation prior to employment.
10. Ability and willingness to obtain CPR/First Aid certification, Food Handlers certification, and other staff trainings as needed.
11. Demonstrated excellent attendance record and work ethic in prior positions (i.e., prompt, dependable, dedicated, etc.) and willingness to develop good ethics.
12. Possesses a good temperament, compassion, and a sense of humor.
13. Must complete an initial pre-employment physical examination and TB test. 
14. Ability and willingness to learn the Coeur d’Alene language, culture and history to develop an understanding of the families ECLC serves. 
15. Ability and willingness to follow directions, work as a team player, and to apply energies where needed with limited or no supervision.
16. Must maintain professional dress and a neat, clean appearance.
17. Shows progress or willing to improve skills for working on a team.

An applicant may be asked to participate in an interview to establish whether he/she meets minimum qualifications.  Interviews do not create a right to employment and provide no promise or other guarantee of any employment position with the Tribe.

The Coeur d’Alene Tribe reserves the right to hire according to its Indian Preference Policy. 
Applicants are subject to a pre-employment drug test and at-random testing following employment. 
Positions within the Coeur d’Alene Tribe are subject to a 6-month probationary period.

To apply, submit an application and resume to: Human Resources Department, P.O. Box 408, Plummer Idaho 83851.  For more information, visit our website at www.cdatribe-nsn.gov/hr.shtml 


ECLC job descriptions have been reviewed and revised to ensure they adhere to Head Start Performance Standards and accurately reflect the duties and responsibilities.  I have read and understand the job description for the position of _______________________, dated this ____ day of __________, ______.

____________________________
Employee Signature		
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