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contracts and amendments for gpprova.

Coordinate of State Preschool communications, services and information between the County Office,
contractors, child care providers, parents, outsde agencies, governmental organizations and the public;
assure proper and timely resolution of related issues, complaints and conflicts, establish and maintain
partnerships to facilitate and enhance support for State Preschool services.

Develop, implement and conduct training and staff development activities for child care providers
concerning State Preschool and related early childhood education services, prepare and ddiver ord
presentations and explain related principles, theories, standards, guidelines, requirements, practices,
procedures and techniques.

Provide consultation and technical ass stanceto contractors, personne, administrators, outside agenciesand
others concerning State Preschool services, respond to inquiries and provide detailed and technica
information concerning related standards, requirements, reports, contracts, funding, issues, resources, plans,
principles, practices, laws, codes, regulations, polices and procedures.

Pan, organize and direct theimplementation of the County Office Early Childhood Language Development
Inditute (ECLDI) grant; direct related trainings, meetings, workshops and resources to enhance
achievement among identified children; direct and participate in the preparation and development of
workshop materias; oversee ECLDI consultants and trainers.

Oversee and participatein the preparation and maintenance of avariety of records, reportsand filesrelated
to Program services, contractors, ECLDI, budgets, applications, compliance, attendance, personnel and
assigned activities, assure mandated reports are completed in compliance with established time lines and
requirements.

Develop and preparethe annud preliminary budgetsfor the State Preschool program and rel ated contracts,
andyze and review budgetary and financia data; control and authorize expenditures in accordance with
established limitations; research, obtain and maintain Program funding as directed; assure proper processng
of rembursement dams.

Maintain current knowledge of educationa methods, practices and standards related to early childhood
education and related laws, codes, regulations, policies and procedures, modify services to assure
compliance with standards and requirements as needed.

Participate in avariety of community outreach activities to facilitate and enhance community awareness of
and participation in State Preschool services, prepare and didiribute a variety of promotional and
informetional materids.

Providetechnicd information and ass stanceto the Adminigtrator, Child, Y outh & Family Servicesregarding
State Preschool services, needs and issues, assst in the formulation and development of policies,
procedures and programs.
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Communicate with adminigtrators, personnd, students, outsde agencies and the public to exchange
information, coordinate activities and programs and resolve issues or concerns,; prepare, receive and
respond to avariety of correspondence.

Operate a variety of office equipment including a computer and assigned software; drive a vehicle to
conduct work.

Provide speciaized training to assure Program qudity in areas such as pre-kindergarten guiddines, desired
results, early literacy and trangtion to kindergarten

Coordinate, attend and conduct a variety of meetings; present materias and information concerning State
Preschool and related contractor services, issues, needs and activities, attend and participate in various
committees, workshops and conferences.

OTHER DUTIES
Perform related duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Planning, organization and direction of State Preschool operations and activities including early childhood
education services provided by contractors.

Principles, theories, practices, procedures and techniquesinvolved in providing effective care, supervison
and learning activities to preschool children.

Principles of child development and early childhood education.

Educationd programs, services, standards, requirements and procedures related to early childhood
educetion.

Practices and procedures involved in the preparation, development and negotiation of contracts.
Organization, operations, policies and objectives of County-wide child development programs.

Local, State and federal standards and requirements governing the State Preschool program.
Applicable laws, codes, regulations, policies and procedures.

Budget preparation and control.

Ord and written communication skills.

Principles and practices of adminigtration, supervison and training.

Interpersond skills using tact, patience and courtesy.

Operation of a computer and assigned software.

Public relations techniques.

ABILITY TO:

Plan, organize and direct State Preschool operations and activities including early childhood educeation
services provided by contractors.

Coordinate and direct communications, contracts, compliance functionsand information to meet community
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child care needs and assure smooth and efficient Program activities.

Supervise and eva uate the performance of assigned personnel.

Facilitate groups in planning, problem: solving and decisornt making.

Work collaboratively with individuas and groups from diverse ethnic, racid, linguisic and socid
backgrounds.

Monitor child care services provided by contractors to assure compliance with established standards,
requirements and contract specifications.

Vigt child care Stes to observe classroom activities, confer with staff, provide technica support, review
documentation and assure child development needs are being met.

Prepare, develop, negotiate and implement contracts and amendments for child care services.
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Hearing and speaking to exchange information.
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