FRANKLIN/GRANVILLE/VANCE PARTNERSHIP FOR CHILDREN

Position: Professional Development Coordinator

Job Description: The Professional Development Coordinator is administratively responsible to the Program Manager for implementing the responsibilities and services described below, and as assigned by the CCR&R Director, and Executive Director.

Qualifications: Bachelor’s degree in child development, early childhood education, counseling, human services, or other directly related field with at least two years paid experience directly related to working with parents, families, and children; or combination of education and experience. Teaching experience or school administration experienced preferred. Proficiency in computer skills, strong oral and written communication skills, human relations skills, coaching ability, excellent listening skills, ability to establish rapport with culturally diverse populations, and willingness to be flexible in accepting job related tasks are required. 

Job Responsibilities:
1) Advertises project to early childhood students and child care providers

2) Works closely with local Early Childhood Department regarding required coursework and entrance requirements

3) Creates Professional Development Plans for Early Childhood students

4) Recruits students for the local Early Childhood Departments through on-site visits to child care facilities and homes

5) Maintains files on students Professional Development Plans and completed coursework

6) Assists students with registration and financial aid

7) Maintains current information regarding financial assistance- TEACH(, PELL Grants, and local community resources

8) Coordinates students transition from a 2 year program to a 4 year program when necessary

9) Promotes the WAGE$ program

10) Conducts Learning for a Lifetime trainings when appropriate

11) Develops a check list of required coursework to assist students in their Professional Development Plan

12) Works with Quality Enhancement staff to create Professional Development Plans for providers helping them achieve 3 points on Education standards for the Star Rated License

 13) Develops application, contract, and attendance sheets with assistance from       the Program Manager, CCR&R Director and Executive Director                                         14).Verifies provider enrollment at college/university with provider's registration schedule 

15).Collect coursework grade report at the end of each semester to verify coursework completion 

16).Collects data at the end of each semester to evaluate the program's effectiveness 

17).Compiles quarterly Smart Start report for the Program Director's approval

           18).Promotes TEACH Early Childhood Scholarship program

19).Assist with, plan and coordinate childcare provider trainings, track attendance and maintain and report required training documents to the Division of Child Development.
20).Deposits training money in the proper box and records deposit in record folder 2Assists training personnel with printing and/or organizing materials

21). Stay abreast of trends and information related to child care services.

22). Performs other duties as assigned by the Program Manager or Executive Director
Salary Range:  $27,008.00 - $40,512.00 annually
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