HEAD START DIRECTOR

DEPARTMENT

Head Start

GRADE


7

CLASSIFICATION

Exempt

REPORTS TO


Executive Director
Employee must understand that he/she is an ambassador for the Agency and represents Agency values and principles.  Attitude and personal appearance are important ingredients to public relations and representation of Community Action Development Corporation (CADC).  Dress and personal appearance requirements may be made by program Directors and the Executive Director that project appropriate image or impact health and safety issues. 
CADC IS AN EQUAL OPPORTUNITY SERVICE PROVIDER AND EMPLOYER.
Job Summary

To plan, develop and implement a multi-county Head Start program with applicable guidelines and regulations and provide necessary control and management of the Head Start program.  The Program Director is also responsible for making programmatic and administrative recommendations to the Executive Director concerning the assigned program.  May also serve as a major liaison between the agency and outside resources.

Duties and Responsibilities

1. Formulate, coordinate and implement the Head Start program.

2. Explain and interpret policies and procedures for employees, parents and community.

3. Hire all Head Start staff 
4. Work with T/TA Coordinator to coordinate staff training.

5. With input from Policy Council and Executive Director and with approval of the Agency Board, plans and write applications for refunding, supplemental grants and change in work plans.

6. Review and analyze data relative to fiscal control and approve all expenditures from the Head Start grant.

7. Make periodic evaluations and update as needed in all areas of the Head Start program.

8. Provide general supervision for all Head Start employees, approve Head Start payroll and assure the annual Head Start employee evaluations are completed.

9. Work closely with the Head Start Policy Council to assure the program standards are met.

10. Responsible for monthly status reports to the Agency Board of Directors.

11. Investigate grievance and disciplinary situations and formulate recommended courses of action for discussion with Agency Executive Director.

12. Ensure confidentiality of all Head Start records, etc.

13. Must be willing to attend training (agency or outside) as required.

14. Must promote active supervision.

15. Other duties as assigned by the Executive Director.

Qualifications

Bachelor’s degree, preferably in one of the following areas:  Psychology, Early Childhood Education, Special Education, Social Work or Elementary Education.  Ability to manage staff, prepare budgets and monitor financial and programmatic activities.  Ability to work with groups and organize programs and training.

Physical Demands:
Employee must be able to communicate effectively, both orally and in writing.  Must be able to work under stress and to organize and conduct several activities simultaneously.  Travel is required.

I have read and understand this job description.  I am fully qualified for this position and will perform the duties as described.  I understand that this job description in no way implies that the duties listed here are the only ones the employee can be required to perform.  The employee is expected to perform other tasks, duties and trainings as dictated by their supervisor(s).  I understand that management reserves the right to revise the job description as necessary and appropriate to meet program requirements and regulations.


Employee Signature: ___________________________________________________________

Date:
________________________________________________________________________
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