
 

JOB DESCRIPTION 

 

TITLE: TA/QUALITY IMPROVEMENT SPECIALIST (QIS) 

 

DEPARTMENT: EDUCATION 

 

REPORTS TO: ASSOCIATE TRAINING CO-MANAGER 

 

STATUS:  EXEMPT     

 
JOB SUMMARY: Under the direction of the Training Manager performs all duties relating to 

supporting quality initiative activities. 

 

DUTIES 

 

1. Provide staff in early care and education programs (center based) with targeted technical 

assistance and coaching as part of the Grow NJ Kids continuous improvement cycle. 

2. Supports the Grow NJ Kids programs, in the process of NJ’s Quality Rating Self-Assessment 

System. 

3. Provides targeted technical assistance (TA) and training on quality improvement initiatives. 

4. Assist programs with completing enrollment into PINJ for all required staff. 

5. Possess PINJ core knowledge competencies and State Early Learning Standards. 

6. Provide technical assistance and training to improve health and safety standards and help 

programs continuously improve. 

7. Must have degree and training in formal assessments (ECERS, ITERS, CLASS, etc.), 

knowledgeable of State Early Learning Standards, coaching experience, as well as meet PINJ 

instructor approval criteria. 

8. Conduct initial site visits to assess program readiness prior to beginning the ERS’s self-

assessment. 

9. Review and discuss Licensing Status and any health & safety violations and assist programs 

with any health & safety incentive requests. 

10. Review and discuss the programs self-assessed Environmental Rating Scores.  Provide 

reflective feedback. 

11. Track and document programs’ progress through the initial steps of Grow NJ Kids. 

12. Submit required monthly reports to DFD documenting services provided to programs. 

13. Clerical and case aids to staff and provide office support. 

14. Ensures the confidentiality of all provider, client, and staff records. 

15. Participates in all advocacy efforts; as well as community outreach events in which the agency 

is involved before, during and after hours; as well as on the weekends. 

16. Attend/represents/advocates for 4CS at meetings regarding childcare issues locally, statewide 

and nationally. 

17. Responsible for maintaining professional growth through attending conferences, workshops, 

webinars and/or other trainings. 

18. Any duty assigned by the Chief Executive Officer or his/her designee. 

 

 



 

QUALIFICATIONS 

To perform this job successfully, an individual must be able to perform each essential duty 

satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 

required. Reasonable accommodations may be made to enable individuals with disabilities to perform 

the essential functions. 

       

EDUCATION 

Bachelor's degree (B. A.) from four-year college or university and two years experience and/or 

training; or equivalent combination of education and experience. 

 

LANGUAGE SKILLS:  

Ability to read, analyze, and interpret general business periodicals, professional journals, technical 

procedures, or governmental regulations.  Ability to write reports, business correspondence, and 

procedure manuals.   

 

MATHEMATICAL SKILLS  

Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 

fractions, and decimals.  Ability to draw and interpret graphs. 

 

REASONING ABILITY  

Ability to solve practical problems and deal with a variety of concrete variables in situations where 

only limited standardization exists. Ability to interpret a variety of instructions furnished in written, 

oral, diagram, or schedule form. 

 

PHYSICAL DEMANDS 

The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions.  While performing the duties of 

this job, the employee is regularly required to talk or hear.  The employee is regularly required to sit; 

use hands to finger, handle or feel; reach with arms and hands and must regularly lift up to 10 lbs.  The 

employee occasionally is required to stand and walk to do research.   Specific vision abilities required 

on this job include close vision and the ability to adjust focus. 

 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing the essential functions of this job.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions.  The work environment 

is usually quiet but a fast pace environment. 

 

INITIATIVE/JUDGEMENT 

Must be able to work with minimal supervision, making judgments regarding educational and training 

needs.  Must be able to handle instructional situations adjusting materials to the audience. 

 

DISCLAIMER CLAUSE 

Job descriptions and specifications are not intended and should not be construed to be an exhausted list 

of all responsibilities, skill, or working conditions associated with the position.  They are intended to 

be an accurate reflection of the principal requirements of the position.   

 


