SAN MATEO COUNTY OFFICE OF EDUCATION

TITLE: MANAGER, PRESCHOOL FOR ALL

BASIC FUNCTION:

Under the direction of the Director, Preschool For All (PFA), assist in planning, directing and
coordinating the PFA project; work closely with program staff amcheunity partners in project

planning, implementation and evaluation; budget and resource management; and contract monitoring
necessary to accomplish PFA program goals and objectives.

ESSENTIAL DUTIES:

Assist the PFA Director in managing all aspecthefcountywide Preschool for All project; work with
project staff and partner agencies to implement and refine project goals and objectives, and plan human
and resource allocations; assist in budget preparation, monitoring and reporting.

Research, compile and analyze fiscal and program evaluation data; prepare reports using various
formats including graphic presentations; oversee activities related to PFA project evaluation; coordinate
participation of external evaluators, and compilation of interraddiation data; prepare reports for

approval of boards and funding agencies.

Plan, conduct and/or arrange workshops, meetings, and project planning sessions.

Research information and prepare project funding proposals; develop, write and review agreements
with outside service providers; participate in contract monitoring procedures and ensure subcontractor
compliance with project policies and procedures.

Create support systems for subcontracted programs by providing expertise, technical assistance, and
training for providers in matters involving administrative policies and procedures; coordinate staff
development activities.

Ensure quality preschool services for all children by implementing project objectives that promote
significant improvement in scha@adiness and achievement of children of color, children living in
poverty, and English learners.

Act as project liaison within the community representing the Project Director and County Office of
Education.

Supervise project support staff.
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