TRI-COUNTY COMMUNITY ACTION
PROJECT HEAD START/EARLY HEAD START 
JOB DESCRIPTION 
JOB TITLE:  Office Assistant  
DEPARTMENT:  Head Start Birth to Five Program 
CLASSIFICAITON:  Full Time; non-exempt
GENERAL DESCRIPTION: Responsible assisting with office work including paperwork, coping, filing, answering phone, etc.  Will assist in Head Start or Early Head Start classrooms when needed.  Maintain good communication and working relationship with all staff.  Must be able to work well with parents and community partners. 
QUALIFICATIONS:  High school diploma; GED required.  Advanced education in Early Childhood Development, Business Administration, Certificate Level II, or any other related field desirable.  Must have a valid Texas driver’s license and automobile insurance with employee name in order to be insurable by the agency’s insurance company.
EXPERIENCE:  Experience working with the public and with young children.  Knowledge of office equipment, for example, computers, copiers, fax, etc. at must.  Must have the ability to lead, guide and direct staff when left in charge of the center.  
DUTIES: 
· Assist with coordinating services to children in the HS/EHS center when the Center Director is out. 
· Ensure all paperwork is filed in the children’s folders.  
· Conduct Ongoing Monitoring as needed on a monthly basis. 
· Assist in the classroom as part of child/staff ratio when needed. 
· Answer phone and answer questions as needed. 
· Help with mealtime as needed. 
· Fire drills and maintenance checks.
· Mentor teachers
· Assist with health screenings.
· Ensure that staff are completing proper documentation for ChildPlus, daily attendance, meal count, and USDA.
· Ensure that safety incidents are reported promptly.
· Oversee lesson plans, DRDP, and education duties.
· Ensure all compliance with Head Start Performance Standards. 
· Assume the responsibility of the Center Director’s job description when she is out of the office.
· Ensure accurate records are being kept on each child and on staff for licensing purposes. 
· Assist with collection and submission of In-kind forms to the Family Services Department. 
· Assist in maintaining an orderly physical environment conducive to the optional growth and development of the children. 
· Assist in the collection of health services paperwork to ensure 45 and 90 day deadlines are met. 
· Assist in submitting purchase order request for supplies or equipment. 
· Work hours are from 7:30 a.m. until 3:30 p.m. 
· Must be able to lift or move 20 to 25 pounds 
· Must have knowledge of various software programs such as Word, Excel, Power-Point, and Child Plus. 
· Have the ability to conduct one’s self in a manner that relates to TCCA Policies and Procedures both on and off the job. 
· Obtain and recertify CPR/First Aid
· Obtain and recertify food handlers card.
· [bookmark: _GoBack]Meet program standards.
· Preforms any other assigned task relevant to the effective operation of the program or other task assigned by supervisor. 
· Follow the four agency Behavior Competencies:  Integrity, Teamwork, Professionalism and Compassion


SUPERVISORY DUTIES: 
None
IMMEDIATE SUPERVISOR: 
Center Director  

Signature: __________________________________________	Date: ____________
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