JOB DESCRIPTION

TITLE: Area Early Childhood Iowa Director
Position Definition:

Position is under the direct supervision of the Executive Director. The ECI Director will be responsible for managing and acting as the key support personnel to assist Early Childhood Iowa provide funding and programming to the youngest of Iowa’s youth. Early Childhood Iowa believes that ensuring a strong start for every child is a shared responsibility of every member of the Iowa community and spearheads this task by promoting healthy and successful children through on-going support to achieve proven results for children ages 0 - 5 years and their families. As ECI Director, this person will also be responsible for managing and tracking funds for the ECI board.
RESPONSIBILITIES:
· Facilitate the activities of the Area Early Childhood Iowa Board so that legal requirements and goals of initiatives are met. 

· Promote and facilitate collaboration among and between local providers, state agency line staff, and citizens throughout Cerro Gordo, Hancock, and Worth Counties. 

· Facilitate year-end Early Childhood Iowa Initiative evaluation by the Area Early Childhood Iowa Board; prepare the
Early Childhood Iowa Plan/Annual Report for submission to the State Early Childhood Iowa Board. 

·  Coordinate activities for the Early Childhood Iowa-funded Preschool Scholarship, including marketing of the programs within the community, follow-up with interested families, enroll and maintain ongoing communication with qualified families, monitor family program qualifications/eligibility, and process preschool/education payment vouchers. 

· Coordinate the Request for Proposal (RFP) grant funding process to select local projects that will advance efforts toward the Area Early Childhood Iowa goals and target childhood indicators. 

· Provide day-to-day management of the Early Childhood Iowa-funded projects, including preparation and monitoring of contracts for service with area providers, fiscal management of funding disbursements, ongoing project budget and expenditure review, evaluation of service outcome effectiveness including on-site visits with funded agencies/organizations, and completion of project programmatic and fiscal audits. 

· Provide overall management of the Area Early Childhood Iowa initiative to ensure maintenance of appropriate records, compliance and maintenance of established by-laws, fiscal agreement compliance, and up-to-date fiscal management of the Early Childhood Iowa budget. 

· Conducts self in accordance with employee manual. 

· Maintains strictest confidentiality; adheres to all HIPAA guidelines/regulations. 
· Other Duties as assigned. 

Representative Knowledge, Skills and Abilities

1. Ability to establish and maintain a positive and professional relationship with co-workers, patients and visitors; cultural sensitivity and ability to relate well and effectively in diverse workplace and with a diverse client population.

2. Typing ability at required speed and accuracy.

3. Considerable knowledge of business, English, spelling and punctuation, office practices and procedures.

4. Ability to organize, efficiently document and routinely update information; ability to apply procedures to work problems and situations.

5. Familiarity with current Windows operating systems (as applicable) and proficiency in required software, including currently supported versions of Windows applications such as Word, Excel, etc.

6. Ability to operate and trouble-shoot general office equipment (e.g., copier, fax, calculator, etc.)

7. Flexibility in responding courteously to immediate needs of visitors and callers; ability to establish priorities and maintain productivity despite numerous interruptions.

Physical Requirements:

Ability to withstand moderate office noise, occasionally lift up to 25 pounds, sit in chair during the majority of working time utilizing a telephone head-set. Must have no more than 20 db hearing loss in both ears, excellent hearing is an essential component of this position. Will utilize all types of visual acuity to accurately complete documents and forms necessary (close, distance, depth, focus adjustment, peripheral, and color), and excellent manual dexterity for machine usage.

Special Requirements:

· Ability to obtain a valid Iowa Class C Drivers License.

· Ability to obtain required automobile insurance coverage by state and local government.
· Ability to pass criminal/Child Abuse background check and clearance 

Education and experience required:

(B.A.) or higher in business, accounting or program/billing management or related field/majors. 
Fair Labor Standards Act:

Non-Exempt

Work Status:



Part-Time negotiable
Benefits (PTO):


72 Hours per year
Salary: 



$16.00 to $19.00 per hour.
