 
4CS OF PASSAIC COUNTY, INC.

JOB DESCRIPTION

TITLE:
FCC/CACFP COORDINATOR 

DEPARTMENT:
PROVIDER SERVICES

REPORTS TO:
FCC MANAGER 



STATUS:
NON-EXEMPT

_________________________________________________________________________________

JOB SUMMARY: Under the supervision of the FCC Manager – Child Care Services, responsible for  overseeing the Child Food Program for the Family Child Care providers and providing administrative support for the Child Care Services Department.


DUTIES:

1. Oversees the FCCFP operation and is responsible for complying with contracted requirements.

2. Directly trains staff on FCCFP policies, procedures, and nutritional program practices.

3. Provides resources and training to FCC monitors to carry out their job responsibilities.

4. Oversees the completion and quality of the monitoring of the enrolled providers.

5. Ensures that all FCC participants are given technical assistance on an as needed basis.

6. Updates and maintains all required records for each provider enrolled in the FCC program.

7. Ensure that all pertinent information is entered into the CACFP database.

8. Review all monthly claims for the FDCFP participants.

9. Prepares the monthly vouchers to be submitted.

10. Determines the tiering and income eligibility of each enrolled provider.

11. Plans, coordinates and participates in the required annual renewal and two hour nutrition training as required by the CACFP program.

12. Completes and submits all reports as required by the FCC.

13. Maintains written reports and monitoring activities for the sponsoring agency.

14. Maintain knowledge of current FCCFP regulations and attends all required trainings for the FCC.

15. Ensure that all federal, state and local regulations are followed.

16. Maintains a standard of ethics and ensure non-discrimination.

17. Ensure that information about providers, parents, staff and children is kept confidential.

18. Attend appropriate meetings or trainings.

19. Acts as liaison between USDA, 4CS and the providers for all compliance concerns.

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

SUPERVISORY RESPONSIBILITIES

No one, but should help other staff in carrying out their responsibilities by answering questions on regulations and forms.

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

Associate Degree in Early Care and Education or related Degree and 3 years experience with 
children.

SKILLS

Interpersonal ability to work professionally Communication - verbal/written

Bilingual helpful Computer literate, keyboard knowledge, organizational, ability to organize and must have and maintain a valid drivers license and own car (Vehicle must have current registration and insurance). 

Computer literate using Microsoft Office which includes: Excel, word, PowerPoint and Publisher; must be able to use copier, fax machine, folding machine, postage machine, date stamp machine, and laminator, office systems, email effectively, attention to detail, accuracy and business communications.
LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of customers or employees of organization.

MATHEMATICAL SKILLS 

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

REASONING ABILITY 

Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.
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 stand and talk or hear.  The employee frequently is required to walk; use hands to finger, handle, or feel; and reach with hands and arms.  The employee is occasionally required to sit and stoop, kneel, crouch, or crawl.  The employee must frequently lift and/or move up to 25 pounds and occasionally lift and/or move up to 10 pounds.  Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception, and 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 noise level in the work environment is usually quiet.  There is a level of risk when making home visits.

INITIATIVE/JUDGEMENT 

Must be able to understand rules and regulations in terms of child's health and safety and judge provider in this light.

DISCLAIMER CLAUSE 

Job description and specifications are not intended and should not be construed to be an exhaustive list of all responsibilities, skills, or working conditions associated with a job.  They are intended to be an accurate reflection of the principal requirements of the position.
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