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COORDINATOR -- PROGRAM SERVICES, HIPPY (Continued)


SCHOOL DISTRICT OF ALACHUA COUNTY

COORDINATOR -- PROGRAM SERVICES, HIPPY
JOB DESCRIPTION

	JOB CODE:
	611314
	BARGAINING UNIT ELIGIBILITY:
	No

	FLSA:
	Exempt
	PAY GRADE:
	28

	
	
	SALARY SCHEDULE:
	Professional/Technical


QUALIFICATIONS:
(1) Bachelor’s Degree in Early Childhood or Primary Education from an approved accredited educational institution; or in Elementary Education with 24 hours of college course work/training in early childhood education; and
(2) Minimum of three (3) years successful experience in education, program management, community mobilization, parent empowerment/family support, child/family advocacy or staff development.

(3) Experience providing staff training and technical assistance and support, preferred.
(4) Ability to pass the required pre-service HIPPY Program Training. 

(5) National Childhood Development Association (CDA) Credentials or higher, or ability to obtain within twelve (12) months of employment in position.

(6) Valid Florida Driver’s License.

KNOWLEDGE, SKILLS AND ABILITIES:

Ability to coordinate activities, implement program objectives and monitor compliance with the District’s goals.  Ability to effectively and efficiently coordinate and lead training activities.  Knowledge of the needs and interest of, and ability to interact with, families from a variety of backgrounds, cultures, and socio-economic levels in the District.  Ability to forge strong partnerships and develop a spirt of teamwork.  Ability to oversee and monitor day to day operations of an effective high quality early childhood education program.  Skill in administration, organization, and multi-tasking.  Ability to communicate effectively both orally and in writing.  Ability to establish and maintain effective working relationships with parents, staff, and community partners.  Skill in use of computer applications.  
REPORTS TO:


Director – Parent Academy
JOB GOAL

To assist in the planning, coordinating, implementing, and monitoring of the Home Instruction for Parents of Preschool Youngster (HIPPY) Program and provide ongoing guidance, training and evaluation of the program’s objectives.
SUPERVISES:
Assigned Personnel
PERFORMANCE RESPONSIBILITIES:

*(1)
Manage the HIPPY program in accordance with the terms specified in the contract.


*(2)
Collaborate with national and state HIPPY organizations to develop local HIPPY program.


*(3)
Recruit and select eligible HIPPY children/families and home visiting staff.


*(4)
Recruit volunteers to support the HIPPY Program.


*(5)
Work in conjunction with the local HIPPY advisory committee.


*(6)
Establish effective partnership with other human service organizations and community-based organizations in order to ensure optimal service delivery to participating families in the HIPPY Program.


*(7)
Coordinate, plan, and/or conduct staff development training and educational activities weekly.

*(8)
Conduct periodic home visits to observe and evaluate the effectiveness the services.

*(9)
Plan and execute group meetings that include the provisions of an enrichment activity and may include role playing the curriculum.


*(10)
Complete and submit detailed reports generated by the HIPPY USA Efforts To Outcomes (ETO) web-based data system, along with other documentation as requested by the national office or District Administrators.


*(11)
Plan and prepare for initial, follow-up or regular site visits by HIPPY USA staff or a designee.


*(12)
Attend local, state, regional, and national training conferences and meetings.


*(13)
Coordinate program services in the area of assignment (Child Development, Social/Emotional, Disabilities, Health/Nutrition/ Family & Community Partnership).

*(14)
Provide training and technical assistance for staff.

*(15)
Monitor program area for compliance with federal and state standards, including weekly home visits and parent conferences.

*(16)
Provide support for staff in implementing local, state and federal initiatives.


*(17)
Assist and participate in required activities and program-wide special events, including those held during evening or weekends.

*(18)
Promote parent and community involvement in all aspects of the program.


*(19)
Coordinate HIPPY services with other District programs to ensure HIPPY parents are receiving all available services.


*(20)
Supervise assigned personnel and assist in conducting annual evaluations.

*(21)
Maintain daily vehicle logs.


*(22)
Develop and maintain a system of accountability for supplies, equipment and materials.


*(23)
Serve on school/district committees as required or appropriate.


*(24)
Adhere to applicable safety standards.


*(25)
Attend all staff meetings and workshops.


*(26)
Assist with maintaining a clean and orderly environment.


*(27)
Be knowledgeable of and adhere to Board policies and departmental procedures.


*(28)
Communicate effectively with the public, staff members, students, parents, administrators and other contact persons using tact and good judgment.


*(29)
Demonstrate initiative in identifying potential problems or opportunities for improvement.  Keep supervisor informed of potential problems or unusual events.

*(30)
Demonstrate initiative in the performance of assigned responsibilities.


*(31)
Demonstrate support for the school district and its goals and priorities.


*(32)
Exhibit interpersonal skills to work as an effective team member.


*(33)
Follow attendance, punctuality and proper dress rules.


*(34)
Maintain confidentiality regarding school/workplace matters.


*(35)
Maintain expertise in assigned area.


*(36)
Manage time efficiently.


*(37)
Model and maintain high ethical standards.


*(38)
Participate successfully in the training programs offered to increase skill and proficiency related to assignment.


*(39)
Participate in cross-training activities as required.


*(40)
Prepare all required reports and maintain updated and accurate records.


*(41)
Represent the District in a positive and professional manner.


*(42)
Respond to inquiries and concerns in a timely manner.


  (43)
Perform other duties as assigned.
*Essential Performance Responsibilities

PHYSICAL REQUIREMENTS:

Medium Work:
Exerting up to 50 pounds of force occasionally, and/or up to 20 pounds of force frequently and/or up to 10 pounds of force as needed to move objects.

TERMS OF EMPLOYMENT:

· Salary and benefits shall be paid consistent with the Board’s approved salary schedule.

· Length of the work year and hours of employment shall be those established by the Board.

EVALUATION:
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on evaluation of personnel.
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