
JOB DESCRIPTION (Example)
Position Summary: 

The Family Services Coordinator provides support to multiple classrooms and/or sites to coordinate services for family engagement practices that promote school readiness as it relates to parent-child relationship building, health, family well-being and life-long learning, parent involvement, leadership and advocacy; implementing outreach and recruitment strategies to publicize the program and gain enrollments; connecting families with community-based resources; and mentoring staff in family engagement approaches.

*Essential Duties and Responsibilities:

1. Family Engagement Practices. Indicators include:

a. Engages with families and supports team competence in the family partnership process by demonstrating respectful interest in learning about each family’s values, cultural influences, structure and circumstances.
b. Supports meaningful and intentional transitions for children and families into, within and outside of programs.

c. Ensures meaningful group enrichment experiences are offered to support parent education, social connections, and Parent Committee development. 

d. Researches and disseminate information about program and community resources.

e. Assists families in crisis by identifying options, resources and developing action plans.
2. Health Outcomes and Standard Compliance. Indicators include:
a. Works collaboratively within teams to assure positive health outcomes for children, including (but not limited to): providing screening supports, individual follow-up with families, connections with medical and dental providers, and outreach to Health & Nutrition support staff.

b. Promotes health literacy for families through individual connections, group learning opportunities and linking families to community-based resources.
3. Eligibility, Recruitment, Selection, Enrollment and Attendance. Indicators include: 

a. Leads site level ERSEA activities with staff and families, assuring compliance with policies and systems. 

b. Leads and assures ongoing recruitment activities to meet enrollment expectations.
c. Assures team communication regarding children’s attendance and responds to follow up needs as identified. 
4. Contributes to effective program practices.  Indicators include:
a. Ensures all state and local licensing requirements and other funder requirements related to family services are met.  

b. Assures implementation of care coordination system assuring required timeframes and follow-up based upon age of child are met. 
5. Performs Interdisciplinary Work, Collaboration and Community Connections: Indicators include:
a. Maintains and promotes awareness of community happenings in community-based forums and events. 

b. Maintains ongoing communication with key partners, including Department of Health and Human Services Office of Independence, and the  Department of Health and Human Services Child Welfare.

c. Promotes protective factors to prevent child abuse and neglect; identify and refer families to the Department of Health and Human Services Child Protection Services as needed.
d. Contributes to effective, purposeful and respectful team communications to promote continuous program improvement. 
e. Participates in the process of continuous quality improvement utilizing child and family data. 

f. Engages in reflective practice to support program self-assessment in a variety of forums.
g. Supports the evolution of programming in a positive and professional manner, responding to any changes in structure, supervision, team members, job duties, and use of technology. 

General Expectations:
1. Be committed to mission.

2. Adhere to all agency and program policies and procedures.

3. Adhere strictly to confidentiality of internal and external customer information.

4. Exhibit a positive, professional, collaborative attitude and reflective approach in all internal and external connections.

5. Engage in professional development opportunities for continuous growth. 

6. Be punctual for scheduled work and use time appropriately.

7. Perform required amount of work in a timely fashion with a minimum of errors.

8. Be neat and maintain a professional appearance.
9. Follows accepted safety practices when performing all tasks and never works in a way which compromises his/her safety or that of clients or co-workers. 
10. Perform other reasonably related job duties as assigned.

Physical Requirements:

Regularly required to sit and speak or listen, stand, walk, reach with hands and arms, and stoop, kneel or crouch.  Must have clarity of vision of twenty inches or less for computer use.

Qualifications:
Experience and Skill Requirements:  
· Experience working with families with young children required.  

· Must be able to meet requirements of agency & State Child Care Licensing regulations for background checks and physical exams.  

· Must demonstrate strong skills in interpersonal work, written and verbal communication, documentation, critical thinking, proficient computer skills, group management skills, and awareness of community resources.    
· Possess a valid driver’s license and have use of a vehicle insured to state of Maine requirements and the ability to travel within 2 counties and adjust to flexible schedule.
Educational Requirements:  
· Bachelor’s Degree in field related to Human/Social Services or Early Care & Education.  

· Must be eligible for Licensed Social Worker certification.  
*External and internal applicants, as well as position incumbents who become disabled as defined under the Americans With Disabilities Act, must be able to perform the essential job functions (as listed) either unaided or with the assistance of a reasonable accommodation to be determined by management on a case by case basis.

	This job description does not constitute an employment agreement between the employer and the employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
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