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EARLY CHILDHOOD SITE DIRECTOR
Job Summary:

Under general direction of the Human Services Manager, -plans, organizes, and supervises classroom
and recreational activities for pre-school age and school-age children; supervises full-time and part-time
instructors and support staff of early childhood sites; ensures that state licensing requirements are in
compliance and enforced.. The E-ady—Childhood Director is responsible—for. Supports the academic1
seaia4-emolional—ewth--and—development of all children in the program.-{may—inolude--pcesshoel—age
and/oc—Prc K children); and develops partnerships—with pacentlehNdren!c carcgiver6 to engage—and
encourage parent-par patio dhood—Dlceetor-is-alse-responsible-fec-limplementsing City
of Carson policies and procedures, assuresing compliance with eodes—of-aH—State and local governing
codes for contracting agencies, and perfermsing—related duties as required.

th—ad4ition—-the--need—4ev—a—teehn&egy—savvy—individual-4s-—pacamount—to the future cuccoec of tho
department with the implementation of the Tyler Munis system, Social Media, Legictar, Req Pro, Active
Net, a comprehensive innovativo marketing campaign that will give the department the ability to increase
pcegfamming participation, accecsib4ity-te-and-awacenecc of the many servicec and programc available
to-the city of Carson community. NEW
Essential Duties and Responsibilities:
(these functions are representative and may not be present in all positions in the class.
Management reserves the right to add, modify, change or rescind related duties and work
assignments.)

1. Plans, organizes, and supervises classroom and recreational activities for pro-school PTA-school
programs and/or school--age programs.

2. Prepares reports concerning public response to existing programs, including information regarding
attendance, schedules, expenditures, and utilization of supplies and equipment.

3. Recommends and oversees new recreation childcare programs, field trips, or learning programs.
4. Enforces rules and regulations of the City of Carson and State Licensing Agenejy to ensure the

safety and welfare of children, parents, and employees.
5. Assists in budget preparation and monitors program budget expenditures. monitor ongoing-staffing

costsand-eelleetlon-okuitlen-ensures accurate collection/receipt of fees.
6. Drafts promotional materials, correspondence, and state-mandated reports.
7. Assist in the selection, training, and supervising of class instructors, assistants, recruits, parents, and

adult volunteers.
6. Consults and provides information to administration-Ceity Management staff and parents.
9. Serves as a contact person with the State Licensing Agency and assists with responding to all

requests for information and inspections.
10. Serves as a classroom instructor on an as-needed basis.

I ii. Pe4ecms-cela1ed-4ut4es-as-required

Administrative-Responsibilities

12. Performs all-work and maintains safe and healthy environment in accordance with established State
of California Title 22 Licensing requirements, Title—S-—regulations, Communtiy Care Licensing
regulations, abides by Setate mandates, CAL OSHA Guidelines (SB 198) Plan1 and EOC’s policies
and procedures.

12 13 Ensures adequate levels of purchasing supplies and equipment, maintains accurate inventory.
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4a—Maintain-organiat4on-ef-the-eenter (purchasing supplies and equipment, keeping accurate invenlofty1
and-maintain-efteetive-eystems)7

14. Gavcy-out—cegistcatien/eeTfieat4on-of--eNldren and families and collect monthly fees—fran-subsidized
and un subsidized funding courses parent&

15. Cemp4’-with-oenters-budget-(spending-witNn-establlshed-lirnits-mon#or4ng-engeing-stathng-eests1
eolleGt;on-eL4ees-asapprepr1ate-ete

15. Maintain site personnel files for compliance with Community Care Licensing Regulations.
16. Maintain-safe-and-healthy-outdoor and 4ndoer-enviconments-in-aeeecdanoe-with-Cemmunity-Cace

Ucensingregulationc, and Cal OSHA guid&ines-(SB--w8
17. Maintains various personnel records and files containing confidential information and materials.

Qualification Guidelinoc:

Curriculum/HeatthrSafety-and-Nutrition

18. Maintain ongoing accident/incident prevention and playground safety programs.
19. lmpiemenWeod-seniee-pregcanaooerdrng-4e-nutitional--and4eed-handhng-guidelines-puWe-by

the-Child Care Food-Brogramrand-Califemia-RetaiI-Food-laeilities-haw
2Q—3mpJemeeenters-emergenoy-e’acuation-plan
1aEnsure that that a11—staff follows the the mandated te-reporQg reguirements.suspoctod child abuco.
I . 19. Performs other related duties as required.

kioense1 Education and/or Experience:

The requirements listed below are representative of the skill, and_/ability required. Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential funclions.
1. High school graduation or GED, cuccessful-eompletion ci 15 semester units or qua6er—units—in-early

ehlldhood education (three semester units or equivalent must be in administration or staff relations
and 12 semester unite or oquivalcnt shall includc courses which cover the—geneca4—aceas—ef—shild
growth and development or human growth and development; and—ehlld—famfly--and community or
child and family) and four years teaching experience in a licensed day—care-eenterj-QR

2. Associate of Arts decee—in—Early Childhood Education or Child Development which must include
three—semester-—unils-—oc-—e9uivalent in administration or staff relations and two years teaching
experience in a licensed day care conter-QR

3. A Bachelor’s degree in Early Childhood Education/Child-or-Development (ECE/CD); or if in a related
field must include six (6 which cnuslnclude threo semester units of or-equivalent in administration
and supervisien of Early Childhood programs;er-staff—reahons--and-fow-yeacs-4eaehing--expeciencc in
a-licensed daycare oentec.

1. Ccompletion of twelve (12)six—additional—semester units of Early Childhood Education or Child
Development coursewerk.eourcc work in Administration and Supervision of Child Cave—and
Development program.

&—Cempletion-elwe-additional semester-units in Adult Supervision course work
611.Cemplotien of one year of site-supecvisec-experienee7
72. Valid State of California Child Development S#eSupetiserProgram Director Permit çrequired
6. Possession of ‘.‘alid California Class C driver’s licence and adoquato minimum automobile incuranoe.
One (1) year of full-time, apid lead teaching experience in a licensed daycare. Experience and/or

education in a related field may be substituted on a year-for-year basis.
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Knowledge of:

• Methods and techniques of developing and organizing early childhood and/or school- age educational
and developmental activities and programs.

• Rules, practices, and equipment used in specialized early childhood activities.
I • State day care licensing regulations.

• Current concepts and best practices used in early childhood education.
• Methods of observing, evaluating and recording child behavior.
• Applicable laws, codes, regulations policies and procedures.
• Principles of supervision and training.
• City organization, operations, policies, and objectives.
• General recordkeeping practices.
• Basic budgeting practices and procedures.
• Basic purchasing practices.
• Personal computer software and hardware.
• Office practices and procedures.
• Effective methods of report presentation.
• Working knowledgo of ch4ld development and developmontally appropriate practicog and—State—of

Cahforna. Title 22 rcgulatiens

Skill and/or Ability to:
• Initiate specialized preschool and/or school-age educational and developmental activities.
• Interact with children and families in a manner characterized by warmth, personal respect, individuality,

support and responsiveness.
I • Apply CPR and first aid7 for children.

• Effectively communicate orally and in writing.
• Develop promotional strategies, techniques, and materials used in attracting clients.
• Work with children ages 3 to 5 years
• Establish and maintain effective working relationships.
• Train, supervise, and evaluate staff.
• Identify and analyze problems and take effective corrective action.
• Maintain accurate records and prepare clear and concise reports.
• Utilize computer software programs including, but not limited to: ActiveNetReegce and7 Microsoft Office

Legictar and Tyler Munic (proforred)
Software.

Ensuro implementation of Department Blue Print, a Purpose Driven Program (P.D.P) method of
., evaluating ovonto/programs

License and Certificates:

Possession of valid California Class C driver’s license. Employees in this classification will be enrolled in
the Department of Motor Vehicles (DMV) Government Employer Pull Notice Program which confirms
possession of a valid driver’s license and reflects driving record.

—Possession of valid Red Cross Standard Certificates in Adult/Child Care First Aid and child CPR
cequirod at the timo of application.

Valid State of California Child Development Master Teacher Permit. Must possess a valid State of
California Child Development Permit at the Teacher level (or higher) and maintain throughout tenure of
employment.
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Must be in compliance with State Title 22 requirements.

—Veciflcation of a nogativo TB tcct or chest x ray. Muct pacc fingerprint clearance tect for all appropriate
agenées, (FBI, Department of Juctice, Child Abuce Index Services, etc.). Must pass required pre
employment test and DDJ LiveScan.

Physical Requirements and Working Conditions:

Employee accommodations for physical or mental disabilities will be considered on a case-by—case
basis:, Positions in this class normally require:

I • Pequire-vVision (which may be corrected) to read small print.
• The mobility to stand, stoop, reach, and bend.
• Mobility of arms to teach and dexterity of hands to grasp and manipulate small objects.
• Perform lifting, pushing and/or pulling which does not exceed 50 pounds.
• Require the ability to stand for long periods.
• May be required to travel within and out of City boundaries for educational and enrichment excursions

and/or meetings.
• Operate a personal computer and other office equipment.
• Is subject to inside and outside environmental conditions.
• May be required to use City and/or personal vehicle in the course of employment.
• May be required to attend periodic evening meetings.
• Maintain..confidential nIorrnation-as-it-pertains-te4he-jeb7
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