Job Description 

REFERRAL SPECIALIST/COUNSELOR

Franklin-Granville-Vance Smart Start
· General Responsibilities: Educates all families about their childcare options, financial resources to support their childcare needs and other community resources.

· Provide services when, where and how families need them; assess level of needed support and provide it including various types of intensive referrals.

· Treat information on the Franklin, Granville, Vance Partnership for Children clients, employees or Board Members in a confidential manner.

· Listen, asses and provide at least three (3) child care choices to families while educating them about quality indicators (what to look for and what questions to ask).

· Inform families about community resources; provide information about childcare scholarships and tax information relevant to their family income level.

· Gather, enter maintain and report required parent and child care provider information.

· Contribute ideas for reaching out to families and alerting the community to our services.

· Will visit area businesses in all three counties offering our referral services to employees and human service departments.

· Represent the partnership and Child Care Resource and Referral as directed and according to the prescribed goals at fairs, at other outreach events and provide Choosing and Using Quality Child Care Workshops.

· Perform other tasks as assigned by agency leadership.

Skills and Educational Requirements:

· A Bachelor’s Degree in Early Childhood/Child Development or related human services field. A minimum of two-year experience working directly with families and children.

· Attention to detail with ability to accurately handle large volumes of administrative work

· Computer experience; knowledge or demonstrated ability to learn referral database

· Excellent planning, organizational and leadership skills.

· Effective oral and written communication skills with internal and external clients.
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Bi-Lingual candidates a Plus.

Hiring Range:
 $27,008.00- $29,708

Salary Range: 

 $27,008.00- $40,512

Closing date Monday, July 26, 2010

*****See website for additional information www.fgvpartnership.org   

Please send resume and cover letter to:

FGV Smart Start
ATT: Kimiko Knight

P.O. Box 142

Henderson, NC 27536
