Community Action of Southeast Iowa
In-House Ad

Please Post:

July 28 through August 3, 2021
Title:


Head Start – Family Development Specialist 
Base:


Corse Center, Burlington, IA
Salary:


$ 13.38 per hour
Classification:

Full Year – 40 hours/week 
JOB DUTIES TO INCLUDE (but not limited to):

1. Maintain confidentiality.
2. Develop a respectful, supportive, trusting relationship with families and staff, which allows sharing with and learning from one another.
3. Recruit program participants; maintain waiting list of eligible children; work with Family Services Coordinator in enrolling children.
4. Establish and maintain adequate records, including family files.
5. Complete computer data entry of family services and health related information regularly.
6. Develop family partnership agreements with each family and update at least two times within the school year.

7. Complete a minimum of two home visits per year for each assigned family.

8. Contact classrooms daily to discuss family concerns, determine attendance and share information with Teachers and Nurses.  Visit classrooms on a regular basis.
9. Assure that mandatory screenings are completed within 45 calendar days of child enrollment, work with Health Services Coordinator, area Health Departments, AEA, and LEA, doctors, dentists and parents.
10. Assure that mandatory mental health screenings of classrooms are scheduled and completed at least 3 times each school year.

11. Make referrals and follow-up as needed.  Locate assistance for families in emergency /crisis situations.
12. Obtain written diagnoses for disabling conditions that respond to qualifying criteria of HS/EHS regulations.

13. Assist families in accessing/obtaining necessary follow-up treatment; help secure funds to pay for services.

14. Conduct weekly meetings with each classroom teacher to share family and child progress as well as to properly implement transition activities.

15. Work with parent groups and Policy Council members, assisting with development of meeting agendas and planning of trainings.  Attend monthly meetings, arranging for parent transportation if necessary.
16. Work with individuals, groups, agencies and organizations to advocate for Head Start/Early Head Start families to develop local resources to meet needs of children and families served, to promote program and goals.

17. Assist with various Head Start/Early Head Start program activities, including field trips.

18. Recruit program volunteers.

19. Be knowledgeable of federal, state and local regulations regarding family and community services.
20. Model professional behavior and dress code.
JOB QUALIFICATIONS:
1. Must have minimum of A.A. / A.S. degree or equivalent from a two-year college or technical school and have experience working with families and communities.
2. Must have or obtain Family Development Specialist Certification within one year of hire.

3. Must have good computer skills and have ability to learn Head Start specific software; ability to use Internet.
4. Must be a team player; ability to communicate effectively with strong interpersonal skills.
5. Have valid driver’s license, and access to insured, reliable transportation.

6. Must be able to occasionally lift and/or move up to 50 pounds.

If interested in applying for this position, contact Community Action of Southeast Iowa, 2850 Mt Pleasant St, Suite 108, Burlington, IA  52601, or call (319)753-0193, and submit an updated agency application by 5:00 pm Tuesday, August 3, 2021.
HEAD START Parents:  The above position is currently being advertised to staff.  Your application will be considered if no staff members apply.

Affirmative Action / Equal Opportunity Employer
