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DIRECTOR OF CHILD DEVELOPMENT CENTER 
DEFINITION:
Under the direction of the Feather River College Chief Student Services Officer and in collaboration with the Early Childhood Education Department, the Program Director coordinates, supervises and models a high quality early childhood education and care program and oversees general operations of the FRC Child Development Center. Assures compliance with state and federal regulations, prepares and monitors the CDC’s budget, supervises staff, student employees, and children enrolled in the Center. 
CLASSIFICATION:
· FLSA Exempt

· Classified Manager 

· Date Modified: February 2015
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Directs and coordinates all aspects of the FRC Child Development Center, which include ensuring compliance with all FRC, state, and federal regulations, policies and procedures. These agencies include: State Department of Social Services Community Care Licensing, California Department of Education, Early Education and Support Division, Child and Adult Care Food Program and all other contractual regulations and legal requirements pertaining to health, safety standards and emergency procedures
· Supervises, evaluates and provides guidance and leadership to the FRC CDC Staff, student employees, and volunteers
·  Supports  professional growth and training for  staff  
· Develops monitors and administers the annual CDC operating budget. Reviews and approves expenditures
· Prepares a wide variety of reports and correspondence
· Researches and implements age appropriate principles, practices, and curriculum of the CDC 
· Assists ECE Instructional staff in coordinating classroom experience and observation activities of students in the ECE program
· Oversees the development and maintenance of the DRDP and portfolio files of each child
· Determines and maintains staffing and ratio requirements in accordance with State regulations
· Assume teaching responsibilities as necessary
· Establishes procedures for medical, legal and environmental emergencies in compliance with state, local and FRC District polices
· Supervises and works in cooperation with the S.O.A with the admission process for enrollment of children into the FRC CDC
· Supervises the maintenance of enrollment and eligibility records and files for enrolled families at the CDC Center
· Serves as the Chair of the FRC CDC Parent Advisory Committee
· Collaborates and serves on local Early Childhood Education councils
· Oversees planning, preparation, purchasing and serving  nutritionally appropriate food for children
· Coordinates parent meetings and formal parent conferences with teaching staff.
· Oversees the computation of monthly child care fees, billing functions, state data collection and other recording keeping procedures
· Oversees the purchasing of program materials and supplies; ensures the maintenance of the supplies and equipment inventory
·  Consults collegially with the ECE Faculty/Program Coordinator on the vision, mission, goals, and best practices
· Other duties as assigned 
Knowledge of:

· ECE Program Director responsibilities
· State and/or Federal programs
· Preparation of a variety of reports, correspondence, appropriate to assignment
· Current principles and practices of early childhood education in a play-based, family centered program
· Current classroom ratio requirements
· Family inclusion and education
· Reading, interpreting and applying complex codes and regulations
· Developing, implementing and maintaining policies, procedures, standards and handbooks
· Computer skills record keeping skills
Ability To:

· Plan, organize and direct policies and objectives of a departmental operation
· Plan, organize and apply required District, State and Federal policies and activities
· Interpret, explain and apply general program provisions, laws, regulations and requirements
· Select, manage and evaluate personnel
· Exercise tact, diplomacy and good judgment in dealing with staff, children, parents and students
· Promote the program’s vision, mission and goals
· Make effective decisions and take initiative to take independent action when needed
· Manage a complex budget with diverse funding sources

· Work collaboratively with staff, students, parents and children

· Cooperate, respect and communicate effectively with staff, children, families and students from variety of cultural backgrounds
· Establish and maintaining effective working relationships with the ECE academic program
MINIMUM QUALIFICATIONS:
· Possess a current Child Development Program Director Permit or ability to obtain one by August 1, 2015
· Current driver’s license
· 15 hours of state approved health & safety training with a current CPR/1st Aid Certificate
DESIRABLE QUALIFICATIONS: 
· Master’s Degree in ECE/CD or Child/Human Development
· Previous experience as a Child Development Center Director
· Previous Toddler/Preschool teaching experience
· Demonstrated sensitivity to and understanding of the diverse academic and socio-economic, cultural, disability and ethnic backgrounds of community college students and staff

PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Speech to instruct, direct and/or communicate with children, staff and parents
· Hearing to monitor center activities and for normal communication
· Vision to read text and computer screens, and monitor and observe operations and behavior
· Walking, standing, stooping, kneeling and climbing to supervise, interact with, instruct, and lead activities for children
· Lifting up to 40 pounds to comfort and control children
· Running to control and retrieve children
· Manual dexterity to demonstrate object manipulation and lead other instruction involving hand skills
· Working in exposure to bodily fluids and bacterial contamination
This work is performed indoors and outdoors in a child development center and on field trips.
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