4CS OF PASSAIC COUNTY, INC.

JOB DESCRIPTION

TITLE:
NJ FIRST STEPS (NJFS) INFANT TODDLER SPECIALIST
DEPARTMENT:
EDUCATION / CENTER FOR CHILD CARE CAREERS
REPORTS TO:
QUALITY MANAGER
STATUS:

EXEMPT 


JOB SUMMARY: Under the supervision of the Quality Manager is responsible for the planning, implementation and coordination of training programs. 

DUTIES:

1. Organizes program of practical and technical instruction, including demonstrations of skills required in early care, and lectures on theory, techniques, and terminology in either English or Spanish.

2. Instructs students in subject areas of child development, health and safety in an early care and education center, communication with parents, codes or regulations related to childcare, and safety precautions.

3. Plans and supervises work of students, individually or in small groups, in class or in the early care and education center.

4. Tests and evaluates achievement of student in technical knowledge and trade skills.

5. Mentor and assist students to attain a satisfactory grade level in class.

6. Assist the team with curriculum development.

7. Responsible for tracking attendance, lateness and progress of students.

8. Assist the team with annual Professional Development Day.

9. Assist in planning, coordinating and implementing training programs in the Vocational School for the child care community.

10. Assist with job placements of graduates and is the liaison between employer and the 4CS.

11. Assist with working with prospective employers to secure placements for our students.

12. Assists with the general operation of the Educational Resource Library including the purchasing of educational materials and supplies.

13. Participates in the planning, editing and production of the agency newsletter.

14. Assists with the planning, editing and the production of the county training calendar(s) and vocational school brochure.

15. Leads training workshops, as appropriate.

16. Assists, as needed, in planning and coordinating all 4CS training programs in child care.

17. Coordinates and collaborates with other departments in preparing and presenting educational offerings.

18. Assists with the preparation of the Vocational School for Stare renewal process.
19. Ensures the quality of all educational offerings in Passaic County. 

20. Collaborates with the Provider Services Department by evaluating network providers using the most current Environmental Rating Scales (ECERS, ITERS, FCCERS).

21. Maintains records, documentation and makes recommendations pertaining to the training of Family Child Care Providers.

22. Any duty assigned by the Executive Director or his/her designee.

QUALIFICATIONS  
To perform this job successfully an individual must be able to perform each essential duty satisfactorily.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION

BA Degree - Early Childhood/Education required; Master’s Degree in Early Childhood Education is preferred.
Must obtain certification for Infant/Toddler Care (PITC) within one year of hire.
Must be registered with the NJ Workforce Registry, maintain membership in the Registry and become an approved 

Trainer through the Registry Instructor Approval System.
EXPERIENCE

5 years of experience working directly with Infant/Toddler programs, preferably with the birth 3 population.
Must have knowledge and training in the Infant/Toddler Environment Rating Scale (ITERS);  ITS-SIDS

Familiar with facilitating and supporting community of practice and peer to peer partnerships

SKILLS

Public Speaking

Organization/management Skills

Writing

Training

Bi-lingual (Spanish/English) preferred

Ability to draw, sing, or play an instrument preferred but not required.

LANGUGE 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 parents or employees of 4Cs.

REASONING ABILITY

Ability to define problems, collect data, establish facts, and draw conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and to deal with several abstract and concrete variables

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.

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, or oral 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; reach with hands and arms; and stoop, kneel, crouch, or crawl.  The employee is occasionally required to sit and taste or smell.  The employee must regularly lift and/or move up to 10 pounds, occasionally lift and/or move up to 20 pounds.  Specific vision abilities required by this job include close vision, peripheral vision, 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 work environment is usually quiet, high stress and fast paced.

DISCLAIMER CLAUSE
Job descriptions 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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