Board Members: Jeff Anderson, Adam Balls (Vice Chair), Jeffrey
Bauer (Chair), Kendra Cassell, Gay DeLaughter, Megan Elder,
AnaLynn Jones, Heidi Jones, Traci Klinkbeil, Grant Knowlton, Anne
Masterson, Susan Mulligan, Lourdes Quintana, Ryan Ridley, Nana
Robertson, Frank Taylor.

BOARD OF DIRECTORS MEETING
AGENDA
Thursday, October 5, 2017 at 8:30 am
280 Hunt Park Cove, Suite 1020, Longwood, FL 32750
Call-in: (515) 604-9593
Access code: 401801

Call to Order, Determination of Quorum, Introductions, and Acceptance of Agenda
Adam Balls, Vice Chair
Consent Items
1. Approval of:
a. May 11, 2017 Planning & Program Meeting Minutes
b. May 25, 2017 Revenue Generating Meeting Minutes
c. June 15, 2017 Strategic Visioning Meeting Minutes
d. June 22, 2017 Review Hearing Meeting Minutes
e. August 3, 2017 Executive Meeting Minutes
f. August 10, 2017 Planning & Program Meeting Minutes
g. August 17, 2017 Finance Meeting Minutes
h. August 23, 2017 Nominating Meeting Minutes

Adam Balls, Vice Chair

Action Items
1.
2.
3.
4.
5.

Coalition Plan Changes
Organizational Chart
Financial Statement
Slate of Officers
Executive Director’s Performance Evaluation

Discussion Items
Site Visit by AELC Executive Director Saralyn Grass
Informational Items
Old Business
New Business
Next meeting on December 7, 2017 at 8:30 AM
Public Comment
Adjourn

Marlyn Seda, COO
Jennifer Grant, CEO
Priscilla Seppi, Director of Finance

Jennifer Grant, CEO

Adam Balls, Vice Chair
Adam Balls, Vice Chair
Adam Balls, Vice Chair

Every Early Learning Coalition of Seminole Board of Directors’ or committee meeting invites public comment. We welcome the opportunity as part of our continuing effort to improve our
responsiveness to the needs of children, families and the community we support. To present comment, interested parties complete a Public Comment Card available at the sign-in
table and deliver to the Coalition’s Executive Director in advance of the Call to Order and be present during the public comment period. All interested parties are asked to indicate
whether the comment is related to the business associated with the specific agenda before the Board/Committee or if the comment is intended for consideration by the
Board/Committee at a future meeting. All comments are limited to 3 minutes unless otherwise waived by majority action of the members present.

Every Early Learning Coalition of Seminole Board of Directors’ or committee meeting invites public comment. We welcome the opportunity as part of our continuing effort to improve our
responsiveness to the needs of children, families and the community we support. To present comment, interested parties complete a Public Comment Card available at the sign-in
table and deliver to the Coalition’s Executive Director in advance of the Call to Order and be present during the public comment period. All interested parties are asked to indicate
whether the comment is related to the business associated with the specific agenda before the Board/Committee or if the comment is intended for consideration by the
Board/Committee at a future meeting. All comments are limited to 3 minutes unless otherwise waived by majority action of the members present.

Every Early Learning Coalition of Seminole Board of Directors’ or committee meeting invites public comment. We welcome the opportunity as part of our continuing effort to improve our
responsiveness to the needs of children, families and the community we support. To present comment, interested parties complete a Public Comment Card available at the sign-in
table and deliver to the Coalition’s Executive Director in advance of the Call to Order and be present during the public comment period. All interested parties are asked to indicate
whether the comment is related to the business associated with the specific agenda before the Board/Committee or if the comment is intended for consideration by the
Board/Committee at a future meeting. All comments are limited to 3 minutes unless otherwise waived by majority action of the members present.

2017-2018 Fiscal Year

Slate of Officers
Chair, Appointed by Governor – Jeffrey Bauer
Vice Chair - Adam Balls
Treasurer - Susan Mulligan

Committee Chairs
Nana Robertson – Planning and Program
Susan Mulligan – Finance
Kendra Cassell – Revenue Generating

Early Learning Coalition of Seminole, Inc.
Organizational Chart
Jennifer L. Grant
Chief Executive Officer
Melisa Paternina
Executive Assistant
Joe Alberts
Information Technology Administrator
Marlyn Seda
Chief Operating Officer

Maryanne Miller
Director of Quality Improvement

Lori Butler
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Christina Conrad
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Isabel Nix
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Kerri Alberts
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Family Services
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Clara Gonzalez
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Laura Galan
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Marsha Campbell
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Eligibility Specialist

Kimberly Allen
Family Services
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Family Services
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Elsa Hasa
Family Services
Support Clerk
Ketty Gonzalez
Compliance Specialist

Ivonne Palau
Compliance Specialist

Paula Okolowicz
Compliance Specialist

Priscilla Seppi
Director of Finance

Ruth Martinez
Grant/Communication
Coordinator

Tiffany Canup
Staff Accountant
Tremika Sellers
Reimbursement Specialist

Project Specific Vendors
Contracts/Grants

Early Learning Coalition of Seminole

Employee Name: Jennifer L. Grant

Executive Director Performance Evaluation
Review Period:

Years in Position: 8 year
July 1st 2016 thru June 30th 2017

Rating for each cluster

5 Well above expectations
4 Above expectations
3 Meets expectations
2 Does not consistently meet expectations
1 Does not meet expectations
0 Don't know

Board Relations (this cluster has a maximum score of 5)

5

*Demonstrates commitment to corporate vision and mission
*Assists Board in setting strategic direction and measuring progress
*Provides useful information for informed decision making
*Promotes meaningful opportunities for board member involvement

Comments:
Portrays professionalism and commitment in implementing the vision, mission, and policies. Positive, engaging, respectful relationships.
Consistently communicates changes in policies and programs pertaining to funding, monitoring, and quality improvement; true
effort to involve the entire board in all decisions necessary to make informed decisions.
Operational and Tactical Planning (this cluster has a maximum score of 5)

August 3, 2017

5

*Effectively establishes outcome-oriented long term and short term work plans responsive to corporate strategic direction
*Maintains focus on performance despite competing demands
*Infuses creativity and innovation to promote system improvement

Comments:
Exceptionally operates activities of the Coalition, and is highly knowledgeable in planning, interpreting, and explaining policies,
procedures, rules, regulations and laws; shows expertise in identifying improvements and adjustments necessary
Demonstrates commitment to the community, first-rate leadership qualities, and personal integrity.
Admirable level of morale and quality/amount of work, considering the Coalition's low administrative budget.

ED Performance Review

Financial Management (this cluster has a maximum score of 5)

5

*Maintains positive relations with funders and contributors
*Provides sound budgeting and forecasting to ensure proper investment of public dollars
*Ensures effective systems to minimize non-compliance and audit risk

Comments:
Maintains positive relationship/image with stakeholders, government, business, and other private
Excelling management of the Coalition's resources within established budget guidelines and regulations
Ensures compliance by preventing and minimizing audit risks, by forecasting and informing the Board in advance of any issues
Proactive stance with regard to provider’s reimbursement; advocacy for higher payments per child at a fair market price.

Communication and Facilitation (this cluster has a maximum score of 5)
*Clearly presents ideas to others in an open, informative and non-evaluative manner

5

*Properly influences stakeholders through persuasive argument, setting an example, or using expertise
*Makes effective use of group process and facilitation to promote working relationships

Comments:
Outstanding communicator. Upcoming changes, proposals, occasional discrepancies in detailed – accurate manner
Actively facilitates and participates in community events, to promote and market the Coalition programs
Noticeable positive working relationship with all stakeholders, represented in community respect.

August 3, 2017

Critical Thinking and Decisiveness (this cluster has a maximum score of 5)

5

*Appropriate gathering and analysis of data and problem solving.
*Effectively uses alternative or multiple concepts or perspectives in problem solving
*Confidently makes or, when appropriate, shares decision making in a timely manner

Comments:
Maintains the Board accurately informed and actively suggests solutions.
Possesses high level of reasoning and critical thinking skills; detail oriented, and analytical
Consistently shows the best interest in the families and providers, first and foremost in her actions
Shows substantive knowledge of the Coalition's programs and services.
ED Performance Review

Community and Legislative Relations (this cluster has a maximum score of 5)

5

*Actively seeks out and effectively partners to enhance the image and impact of the corporation
*Represents the coalition and its priorities in a clear and convincing manner
*Balances the needs and interests of the corporation with that of community partners

Comments:
The Coalition is perceived as a great asset in the community at large
Invests substantive time in being a part of the Office of Early Learning decision making
Networks with local community organizations to engage Board members.
Personnel Relations (this cluster has a maximum score of 5)

5

*Effectively recruits and retains qualified employees
*Properly delegates with requisite authority and responsibility for performance
*Uses effective managerial controls to receive and provide feedback about the progress of work being done

Comments:
Builds morale and is a role model to her staff and the Board
Supports professional development for staff, the providers, and the Board
There appears to be open lines of communication among employees and supervisors within the organization.
Provider Relations (this cluster has a maximum score of 5)

August 3, 2017

5

*Ensure fair and open competition in the selection of core providers
*Designs and implements effective procedures to ensure contractual outcomes are achieved
*Responses to requests for assistance in a timely manner

Comments:
Ensures the compliance guidelines and protocol among providers
Provides support to providers and the employees of the organization who visit the providers
Promotes and offers employees, opportunities for self-improvement workshops when available.
Continuous Improvement (this cluster has a maximum score of 10)

5

*Demands quality in all areas of Coalition services
*Sets and encourages others to set goals to reach higher standards
*Holds high and positive expectation for the growth and development of all stakeholders through modeling self-development, coaching, and providing learning
opportunities

ED Performance Review

Comments:
Has worked with the Board to develop clear vision for the Coalition, and understand her own leadership role
Outstanding development of written strategic plan, which are consistent with the Coalition's mission
Understands quality, and constantly searches for areas to be improved in the Coalition.

Total Score

Score Range

47

46-50 points
40-45 points
27-39 points
20-26 points
0-19 points

Well above expectations
Above expectations
Meets expectations
Does not consistently meet expectations
Does not meet expectations

Employee Comments:

Assessor Signature and Date:

Employee Signature and Date:

August 3, 2017

Signature of assessor and employee indicate that the appraisal has been reviewed. Signature of employee does not imply agreement with
assessment, but acknowledges that the assessment has been discussed with the assessor.

ED Performance Review
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JOB DESCRIPTION
Position:

Chief Executive Officer

Reports to:

Early Learning Coalition of Seminole Board of Directors

Grade Level:

TBD

Wage & Hour Status:

Exempt

Minimum Salary Range:

TBD

Purpose:

The Chief Executive Officer of the Early Learning Coalition of Seminole (Coalition) is primarily responsible for
carrying out the strategic plans and policies as established by the board of directors and operating the Coalition
by all relevant state and federal regulations and Coalition policies. The Chief Executive Officer reports to the
Board of Directors. The CEO will exercise independent judgment, within established guidelines, in interpretation,
and enforcement of rules, regulations, and statutes relating to federal, state, and privately funded programs.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.

(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by the Board of
Directors.)
Functions and responsibilities:
Leadership and Supervision
•

Lead, supervise and train staff in all aspects of the job accountability and compliance regulations.

•

Document performance as required; writes and delivers yearly Performance Review for direct reports on a
timely basis.

•

Coach and counsel staff as necessary to improve and maintain performance.

•

Execute and follow through of all disciplinary actions and performance Improvements plans of staff.

•

Create the opportunity to recognize employee contributions and performance.

•

Set COO, IT Administrator and Executive Assistant annual goals and objectives and monitors minimum
quarterly.

•

Ensure the COO, IT Administrator and Executive Assistant meet requirements of responsibilities as stated in
their job description.

•

Support the COO to ensure all other staff meets requirements of responsibilities as stated in their job
description.

•

Communicate and update Board regularly on budget and finance issues of employee, vendor, and providers.

•

Communicate regularly with relevant state officials through conference calls, e-mails, phone calls and
meetings.

•

Provide related financial/budget/expenses information to the Coalition Board of Directors on a timely basis.

•

Take the initiative to work with COO, IT Administrator and Executive Assistant in advising how best to
manage budget, employees, providers, community partners, and vendors.

•

Take a leadership role supporting the COO forecasting, analyzing trends and makes financial
recommendations to Board.

•

Participate and oversee the development and execution of Strategic Plan.

•

Take a leadership role in fostering teamwork and collaboration amongst directors, staff, and providers.

CEO Job Description
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Planning and Governance:
•

Facilitate and assist the organization in their function as the policy making, planning and oversight body for
the school readiness system in Seminole County.

•

Oversee the coordination, development, and implementation of the school readiness plan as required by OEL.

•

Provide support to the Board of Directors and its committees.

•

Analyze and interprets early childhood legislation, regulations, and guidelines.

Develop in the development working relationships with local, state and federal agency representatives to
provide oversight for compliance with laws, statutes, regulations, policies, and procedures.
Financial Management:
•

•

Oversee the development of the annual budget for Board of Directors review and approval.

•

Support the COO to run organization operations within the approved budget and maintain a system for proper
accountability of funds.

•

Provide the Board of Directors with financial data for planning, control, measurement and evaluation of the
Coalition’s financial position.

•

Oversee the administration of contracts and agreements consistent with policies and bylaws.

•

Authorize the disbursement of funds to funded providers per contractual agreements, and report outcomes of
such contracts to the Board.

•

Demonstrate excellent financial steward of the organization.

Human Resource Management:
•

Oversee the development and administration's personnel practices including hiring, supervision, and timely
evaluation of staff and contractors.

•

Oversee the mobilization and coordination of the activities of the Board by giving both direction and purpose
through established policies and procedures.

Community and Public Relations:
•

Manage all marketing and public relations and serve as the spokesperson to inform and educate the public
about school readiness.

•

Assure the organization, and its mission, programs, products, and services are presented in strong, positive
image to relevant stakeholders.

Fund Development:
•

Develop, and direct fund development planning and implementation, including identifying resource
requirements, researching funding sources, establishing strategies to approach funders, submitting proposals
and administrating fundraising records and documentation.

Qualifications:
•

Supervisory experience in leading an organization, managing and directing a team of 20 or more people.

•

Strong delegation and follow through skills.

•

Ability to make mathematical calculations and balance a budget.

•

Ability to organize, coordinate projects, set priorities, meet deadlines and follow-up on own and subordinates
assignments with little or no supervision.

•

Proven ability to meet deadlines and manage time effectively.

•

Ability to lead collaboratively work and foster teamwork amongst cross-functional teams.

CEO Job Description
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•

Knowledge of administrative and clerical procedures and systems such as word processing, managing files
and records, designing forms, and other office procedures and terminology.

•

Ability to effectively communicate sensitive information and exercise sound judgment.

•

Knowledge of customer service techniques.

•

Ability to work and communicate with people from various multi-cultural backgrounds and socioeconomic
levels.

•

Ability to establish and maintain effective working relationship with a variety of constituents.

•

Ability to solve the problem and deal with a variety of variables.

•

Demonstrate knowledge of accounting and budgeting practices of Florida state standards and requirements.

Proficiency in the operation and use of personal computers and computer software applications (Microsoft
Office Suite). Ability to navigate the internet. Knowledge of state database system is a benefit.
Education and Experience Requirements:
•

• Bachelor’s Degree required, in Business Administration, Public Administration, Public Relations or equivalent
field. Master’s Degree preferred. A minimum of ten (10) years work experience working in Public
Administration, Public Relations or equivalent. The alternative, of the combination of education and experience
sufficient to successfully perform the essential duties of the job as listed above.
• Non-Profit experience preferred.
• Knowledge of early childhood education is preferred.
• Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a
positive asset for this position.
• Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and
able to work independently with minimal supervision.
• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
• Must obtain a cleared “level 2” background and drug screening.
• Should be familiar with the child care community in Seminole County.
• Must be willing to travel within and out of Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance
when owned vehicle would be used for traveling.
Professional Conduct:
• Responsible for managing and investigate any suspected fraud, misrepresentation, any irregularity and
suspected irregularity involving employees as well as families served through School Readiness/Voluntary PreK, Providers, Contractors and any other parties with a business relationship, direct or indirect, with the
Coalition.
• Protect the confidentiality of child, family, and provider validating the information on records prior discussing
any information related to their files.
• Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a
child or a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-80096ABUSE - 800-962-2873.
• Adhere to the policies and procedures of the Coalition while maintaining high levels of confidentiality and
discretion.
• Attend work consistently, and punctual according to Coalition policy.

CEO Job Description

3 of 4

www.seminoleearlylearning.org
• Adhere to dress code.
• Contribute positively to the work environment by supporting new ideas and change when applicable.
• Represent the ELC of Seminole professionally at all times.
• Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
• Work cooperatively with both internal and external stakeholders at all time.
• Interpret and effectively communicate Coalition policies verbally and in writing.
• Ensure that all information of a confidential nature is held in a secure and confidential method.
• Complete all reports in a timely and comprehensive manner as required.
• Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
Position:

Executive Assistant

Reports to:

Chief Executive Officer

Grade Level:

TBD

Wage & Hour Status:

Non-Exempt, Full-Time

Minimum Salary Range:

TBD

Purpose:

Under the supervision of the Chief Executive Officer of the Early Learning Coalition of Seminole (Coalition), the
Executive Assistant is responsible for assisting with administrative and departmental operations. The Executive
Assistant is expected to have strong initiative, the ability to make judgments and decisions independently, and
knowledge of all regulations and policies that govern departmental operation in compliance with the Coalition’s
policies and procedures as required by the Coalition Grant Agreement with Office of Early Learning and other
funding entities. This position calls for proficiency with software and databases, strong organizational skills,
attention to detail, and capable writing skills. This position will be expected to perform a variety of administrative
support functions necessary for the department’s day-to-day operations.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.

(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by the
directorate.)
Functions and responsibilities:
•

Provide administrative support to the Chief Executive Officer and administrative staff in a variety of capacities
including: copier projects, mail handling, processing of letters/correspondence, events/meeting planning, and
completion of specially assigned projects.

•

Maintain Conference Room schedule and coordinate/communicate pertinent information with front office staff
and appropriate departments.

•

Manage travel arrangements for staff, and board members traveling on behalf of the Coalition.

•

Act as Board liaison to ensure effective and timely communication with Coalition Board members.

•

Maintain updated Coalition membership, committee membership lists and attendance.

•

Responsible for updating, revising and preparing reports/agendas/documents, including assembling packets,
for Board and Committee meetings. These activities include: reproducing and collating documents as needed.
Maintain such records in accordance with Florida’s Open Records law. Maintain schedule and seek available
locations for Board and committee meetings. Send out reminders to Board members and committee
members, when needed. Take notes and prepare minutes at staff meetings, Board meetings, and various
committee meetings.

•

Conducts regular file audits to ensure the information in the archive is complete and in full compliance and
any other requirements of funding sources. For example, Board of Directors and Committee Meetings
(materials and minutes), Coalition Plan & Plan Amendments, Continuity of Operations Plan (COOP) Update,
By Laws, and other confidential documents. Responsible for updating, and revising all of the above described.

•

Exercising individual judgment while dealing with potential or real troubles on own initiative and bringing them
to Chief Executive Officer’s attention.

•

Perform project research as requested or required.

Executive Assistant Job Description
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•

Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the
evening and on weekends, as needed.

Professional Conduct:
•

Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any
irregularity and suspected irregularity involving employees as well as families served through School
Readiness/Voluntary Pre-K, Providers, Contractors and any other parties with a business relationship, direct
or indirect, with the Coalition.

•

Protect the confidentiality of child, family, and provider validating the information on records prior discussing
any information related to their files.

•

Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a
child or a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-80096ABUSE - 800-962-2873.

•

Adhere to the policies and procedures of the Coalition and its Departments; maintain high levels of
confidentiality and discretion.

•

Attend work consistently, and punctual according to Coalition policy.

•

Adhere to dress code.

•

Contribute positively to the work environment by supporting new ideas and change when applicable.

•

Represent the Coalition professionally at all times.

•

Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.

•

Work cooperatively with both internal and external stakeholders at all time.

•

Interpret and effectively communicate Coalition policies verbally and in writing.

•

Ensure that all information of a confidential nature is held in a secure and confidential method.

•

Complete all reports in a timely and comprehensive manner as required.

•

Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.

Education and Experience Requirements:
• A minimum of three (3) years work experience working with the public in business, office, administration
setting. Bachelor Degree in business administration or relevant area preferred, or an equivalent combination of
education and experience sufficient to successfully perform the essential duties of the job as listed above.
• Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a
positive asset for this position.
• Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and
able to work independently with minimal supervision.
• Must have strong computer skills, including proficiency with Microsoft Office Suite. Knowledge of state
database system is a benefit.
• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
• Must obtain a cleared “level 2” background and drug screening.
• Should be familiar with the child care community in Seminole County.
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• Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend
hours required.
• Must be willing to travel, if needed, within Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance
when owned vehicle would be used for traveling.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
Position:

IT Administrator

Reports to:
Grade Level:

Chief Executive Officer (CEO)
TBD

Wage & Hour Status:
Minimum Salary Range:

Exempt
TBD

Purpose:

The IT Administrator of the Early Learning Coalition of Seminole (Coalition) is primarily responsible for the
developing, managing, and maintaining the Coalition’s network management system and related support. This
position is responsible for collecting, analyzing and preparing data to support analytical and research projects of
the ELC. The IT Administrator monitors the organization’s network to ensure availability to all system users and
serves as a resource within area of expertise operation in compliance with the Coalition’s policies and procedures
as required by the Coalition Grant Agreement with Office of Early Learning and other funding entities. The IT
Administrator will exercise independent judgment, within established guidelines, in interpretation, and
enforcement of rules, regulations, and statutes relating to federal, state, and privately funded programs.

The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
• Responsible for current and long range planning of Coalition wide information systems and infrastructure in the areas of
planning, computer acquisitions, and applications development.
• Evaluate and recommend strategies, goals and objectives for technological advancement.
• Oversee the Coalition’s local area network, including user access, troubleshooting and security. Consult with applicable
leadership members and vendors in developing network and communication strategies and solutions while integrating
operating systems including, but not limited to, voice, video, information processing and data sharing systems.
• Develop and monitor internal systems for the security and recovery of processed data, while ensuring the integrity and
reliability of IT operations.
• Work with the Coalition’s leadership team and vendors, as applicable, to develop an annual IT budget including capital
expenditures on departmental and Coalition wide basis as needed.
• Supervise vendors engaged in the development of new or revising current applications, maintaining systems software
and operating online applications.
• Provide project management for implementing information systems solutions for all departments.
• Establish priorities in the development and implementation of information technology programs and tasks.
• Conduct on-going testing of existing equipment and programs to measure their reliability and suitability.
• Perform inventory of all IT systems and equipment and maintain complete and accurate records.
• Prepare and update department policies and procedures.
• Provides network management of systems related support, design, engineering and maintenance to the Coalition’s local
area network.
• Monitors network to identify and address potential problems before they occur by monitoring system logs for errors or
warnings that may indicate problems that are occurring behind the scenes, that will lead to future crashes and problems.
• Creates and configures new user accounts.
• Installs and configures new hardware or software equipment.
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• Maintains firewall software updates.
• Maintains network firmware updates.
• Monitors backup battery levels on servers to ensure that power failover occurs in case of an outage.
• Monitors data integrity and modifies detection solution.
• Monitors backup logs to maintain data integrity and to ensure that current backups are available in case of a system
failure.
• Maintains and monitors telephone system. Utilizes telephone-reporting software for requests, as needed.
• Maintains and monitors building security system.
• Maintains and monitors copiers, printers, and fax machines.
Education and Experience Requirements:
• A minimum of ten (10) years information technology experience with at least five (5) years of responsible administrative
and leadership experience. Bachelor’s Degree from an accredited college or university with major course work in
Computer Science, Information Systems, Business Administration or or an equivalent combination of education and
experience sufficient to successfully perform the essential duties of the job as listed above. An equivalent combination of
related training, experience, and industry specific certifications, such as CCNA or CCNP, may be substituted for the
minimum qualifications.
• Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a positive
asset for this position.
• Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and able to
work independently with minimal supervision.
• Must have strong computer skills, including proficiency with Microsoft Office Suite. Knowledge of state database system
is a benefit.
• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
• Must obtain a cleared “level 2” background and drug screening.
• Should be familiar with the child care community in Seminole County.
• Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend hours
required.
• Must be willing to travel, if needed, within Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when owned
vehicle would be used for traveling.
Professional Conduct:
• Responsible for reporting to management any suspected fraud, misrepresentation, any irregularity and suspected
irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K, Providers,
Contractors and any other parties with a business relationship, direct or indirect, with the Coalition.
• Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.
• Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child or a
vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800-962-2873.
• Adhere to the policies and procedures of the Coalition while maintaining high levels of confidentiality and discretion.
• Attend work consistently, and punctual according to Coalition policy.
• Adhere to dress code.
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• Contribute positively to the work environment by supporting new ideas and change when applicable.
• Represent the Coalition professionally at all times.
• Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
• Work cooperatively with both internal and external stakeholders at all time.
• Interpret and effectively communicate Coalition policies verbally and in writing.
• Ensure that all information of a confidential nature is held in a secure and confidential method.
• Complete all reports in a timely and comprehensive manner as required.
• Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
Position:

Chief Operating Officer (COO)

Reports to:

Chief Executive Officer (CEO)

Grade Level:

TBD

Wage & Hour Status:

Exempt

Minimum Salary Range:

TBD

Purpose:

The Chief Operating Officer of the Early Learning Coalition of Seminole (Coalition) is primarily responsible for
carrying out plans, and direct the activities of each department including financial analysis and budgeting,
accounting, billing, risk management, and payroll by generally accepted accounting principles while maintaining
compliance with state and federal regulations. In addition, to tracking grant awards in a relationship with
contracted funds, verifying and tracking due diligence materials, monitoring program evaluation indicators and
preparing final reports. Furthermore, lead, supervise, control, communicate and direct procurement and
purchasing functions to include contract administration and compliance; contract budget preparation and
management; development of Coalition procurement strategies; and contractors’ compliance with the
organizational strategic plan, state and federal regulations and Coalition policies. The COO will exercise
independent judgment, within established guidelines, in interpretation, and enforcement of rules, regulations, and
statutes relating to federal, state, and privately funded programs.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.

(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
Leadership and Supervision
•

Lead, supervise and train staff in all aspects of the job accountability and compliance regulations.

•

Document performance as required; writes and delivers yearly Performance Review for direct reports on a timely
basis.

•

Coach and counsel staff as necessary to improve and maintain performance.

•

Execute and follow through of all disciplinary actions and performance Improvements plans of staff.

•

Provide support to the CEO in creating the opportunity to recognize employee contributions and performance.

•

Set staff annual goals and objectives and monitors minimum quarterly.

•

Ensure the Directors meet requirements of responsibilities as stated in their job description.

•

Support the CEO to ensure all other staff meets requirements of responsibilities as stated in their job description.

•

Communicate and update CEO regularly on budget and finance issues of employee, vendor, and providers.

•

Communicate regularly with relevant state officials through conference calls, e-mails, phone calls and meetings.

•

Provide related financial/budget/expenses information to the CEO, Directors, and Staff on a timely basis.

•

Take a leadership role to work with Senior Staff in advising how best to manage budget, employees, providers,
community partners, and vendors.
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•

Take a leadership role in forecasting, analyzing trends and makes financial recommendations to Coalition
management staff.

•

Responsible for the development and execution of Strategic Plan.

•

Take a leadership role in fostering teamwork and collaboration amongst directors, staff, and providers.

Planning and Governance:
•

Facilitate and assist the organization in their function as the policy making, planning and oversight body for the
school readiness system in Seminole County.

•

Coordinate the development and implementation of the school readiness plan as required by Office of Early Learning
(OEL).

•

Provide support to the CEO, Board, and its committees.

•

Analyze and interprets early childhood legislation, regulations, and guidelines.

•

Provide support to the CEO with developing working relationships with local, state and federal agency
representatives to provide oversight for compliance with laws, statutes, regulations, policies, and procedures.

Financial Management/Accounting/Budget/Financial/Grants Management:
•

Oversee MIP Abila Fund Accounting systems, records, and documents, including electronic storage media, by
generally accepted accounting procedures and practices in a manner in which sufficiently and accurately reflects all
receipts and expenditure of funds.

•

Oversee the disbursement funds authorized by the Coalition in conjunction with the approved plan and based on
billing and payment procedures approved by the OEL.

•

Oversee that all Coalition invoices and expense reports are processed following the policies and procedures of the
coalition on a timely basis and consistently.

•

Oversee the payroll ledger and labor distribution is accurate.

•

Forecast and makes financial recommendations to CEO.

•

Develop annual budget for CEO review and approval for submission to Board of Directors review and adoption.

•

Work with senior staff to run organization operations within the approved budget and maintain a system for proper
accountability of funds.

•

Provide support to the CEO with financial data for planning, control, measurement and evaluation of the Coalition’s
financial position.

•

Direct the administration of contracts and agreements consistent with policies and bylaws.

•

Authorize the disbursement of funds to funded providers per contractual agreements, and report outcomes of such
contracts to the CEO.

•

Demonstrate excellent financial steward of the organization.

Procurement and Purchasing:
•

Supervise the process of preparing and reviewing reports and studying contractual trends, publications, and
research related to operational trends and strategic program objectives.

•

Direct procurement activities including coordinating with other departments to ensure that all phases of acquisition
operations are aligned with organizational strategy.

•

Coordinate activities of contractual entities to ensure continuing operations, maximize returns on investments and
increased productivity.
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•

Cultivate best in class supplier relationships and performance by researching and qualifying suppliers, products, and
services.

•

Supervise performance of technical analysis of supplier’s proposals, negotiates business and legal terms and
conditions with vendors and reviews and executes contracts.

•

Develop the Coalition’s procurement process and prepare documents that meet state and federal guidelines.

•

Oversee the process of writing, reviewing and processing of contracts.

•

Work closely with CEO and Coalition’s legal counsel on the development of contracts and contract changes.

•

Serve as liaison between the Contractors and the Coalition.

Compliance:
•

Perform any additional administrative and fiscal services as indicated in Florida Statutes, the Plan, and OEL.

•

Ensure compliance with Florida Statute, OMB Circulars, state and local policies and procedures for Coalition
operations.

•

Oversee that all financial records of the Coalition, as requested by OEL and vendors records are available. At all
reasonable times for inspection, review, copying, or audit by federal, state or local taxing authorities and
representatives of the Comptroller of the State of Florida or the Auditor General of Florida, or other personnel duly
authorized by OEL.

•

Oversee fiscal, and program monitoring of core contracted providers to ensure contractual compliance.

•

Coordinate the Coalition’s annual financial compliance audit and programmatic review as required by OEL.

•

Oversee the preparation or coordination of all federal and state financial reports as required by the OEL or other
funders.

•

Supervise the compilation, preparation, and submission of monthly financial reports on/or before the 25th of each
month. As well as the submission the Coalition Board of Directors - Finance Committee.

•

Review all invoices received from vendors and examine the accuracy of the amounts set forth therein before
submitting such invoices for payment OEL.

•

Oversee Coalition process by detecting and investigating possible acts of fraud, abuse of services related
overpayments, family services program requirements and provider contractual obligations.

•

Oversee the Coalition process by detecting and investigating possible acts of fraud, abuse of services related
overpayments, family services program requirements and provider contractual obligations.

•

Monitor procedures for reporting allegations of potential fraud, misrepresentation of information provided to receive
benefits supporting the DPC in addressing the need to identify, detect and recover improperly issued benefits for
DFS prosecution of individuals who fraudulently obtain or attempt to obtain benefits to which they are not legally
entitled.

Development/Training/Technical Assistance:
•

Attend all mandated state training programs.

•

Stay abreast of all new non-profit financial, budgeting trends, and new childhood education trends.

•

Ensure Coalition staff is trained in fiscal & procurement Coalition policies, procedures and systems.

•

Share with appropriate staff information/knowledge gathered at conferences and meetings.

Program Support:
•

Prepare monthly reports for CEO and provides updates as required by the Board and CEO.
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•

Serve a key point of contact for assigned committees/task forces and facilitates meeting packets and materials for
same.

•

Supervise and direct all departmental administrative functions to include follow up on compliance letters and various
tracking.

•

Engage in fraud research and restitution cases and collections in the event the situation presents itself.

•

Oversee the management of department staff PTO schedule for appropriate service coverage.

•

Support the annual inventory of fixed assets.

Human Resource Management:
•

Develop and administer personnel practices including hiring, supervision, and timely evaluation of staff and
contractors.

•

Provide support to the CEO with the mobilization and coordination of the activities of the Board by giving both
direction and purpose through established policies and procedures.

Community and Public Relations:
•

Support CEO with the development of marketing and public relations and serve as the CEO support to inform and
educate the public about school readiness.

•

Assure the organization, and its mission, programs, products, and services presented in strong, positive image to
relevant stakeholders.

Fund Development:
•

Support the CEO in developing, and directing fund planning and implementation, including identifying resource
requirements, researching funding sources, establishing strategies to approach funders, submitting proposals and
administrating fundraising records and documentation.

Qualifications:
•

Supervisory experience in leading an organization, managing and directing a team of 20 or more people.

•

Strong delegation and follow through skills.

•

Ability to make mathematical calculations and balance a budget.

•

Ability to organize, coordinate projects, set priorities, meet deadlines and follow-up on own and subordinates
assignments with little or no supervision.

•

Proven ability to meet deadlines and manage time effectively.

•

Ability to lead collaboratively work and foster teamwork amongst cross-functional teams.

•

Knowledge of administrative and clerical procedures and systems such as word processing, managing files and
records, designing forms, and other office procedures and terminology.

•

Ability to effectively communicate sensitive information and exercise sound judgment.

•

Knowledge of customer service techniques.

•

Ability to work and communicate with people from various multi-cultural backgrounds and socioeconomic levels.

•

Ability to establish and maintain effective working relationship with a variety of constituents.

•

Ability to solve the problem and deal with a variety of variables.

•

Demonstrate knowledge of accounting and budgeting practices of Florida state standards and requirements.

•

Proficiency in the operation and use of personal computers and computer software applications (Microsoft Office
Suite). Ability to navigate the internet. Knowledge of state database system is a benefit.
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Education and Experience Requirements:
•

Bachelor’s Degree required, in Business Administration, Accounting, Public Administration, Public Relations or
equivalent field. Master’s Degree preferred. A minimum of ten (10) years work experience working in Public
Administration, Public Relations, Accounting or equivalent. The alternative, of the combination of education or
documented continuing education, and experience sufficient to successfully perform the essential duties of the job as
listed above.

•

State of FL Contract Management Credential a plus.

•

Non-Profit experience preferred.

•

Knowledge of early childhood education is preferred.

•

Knowledge of DCFS licensing standards is preferred.

•

Project Management and Budget Management experience required.

•

Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a
positive asset for this position.

•

Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and able to
work independently with minimal supervision.

•

Must have the ability to manage stress appropriately and manage multiple tasks and priorities.

•

Must obtain a cleared “level 2” background and drug screening.

•

Should be familiar with the child care community in Seminole County.

•

Must be willing to travel within and out of Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when
owned vehicle would be used for traveling.

Professional Conduct:
•

Responsible for managing and investigate any suspected fraud, misrepresentation, any irregularity and suspected
irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K, Providers,
Contractors and any other parties with a business relationship, direct or indirect, with the Coalition.

•

Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.

•

Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child
or a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800962-2873.

•

Adhere to the policies and procedures of the Coalition while maintaining high levels of confidentiality and discretion.

•

Attend work consistently, and punctual according to Coalition policy.

•

Adhere to dress code.

•

Contribute positively to the work environment by supporting new ideas and change when applicable.

•

Represent the Coalition professionally at all times.

•

Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.

•

Work cooperatively with both internal and external stakeholders at all time.

•

Interpret and effectively communicate Coalition policies verbally and in writing.

•

Ensure that all information of a confidential nature is held in a secure and confidential method.

•

Complete all reports in a timely and comprehensive manner as required.
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•

Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.

Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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Position:
Reports to:
Grade Level:
Wage & Hour Status:
Minimum Salary Range:
Purpose:

JOB DESCRIPTION
(Finance Department)
Director of Finance (DOF)
Chief Operating Officer (COO)
TBD
Exempt
TBD

Under the supervision of the COO the Director of Finance of the Early Learning Coalition of Seminole
(Coalition) is primarily responsible for maintaining the financial management system of the Coalition. It includes
providing full accountability of funds and expenditures for the direct the activities of each department including
financial analysis and budgeting, accounting, billing, risk management, and payroll by generally accepted
accounting principles while maintaining compliance with state and federal regulations with the COO support.
Ensure child care provider and vendors payments are accurately processed and timely manner. The DOF will
supervise the Staff Accountant and the Reimbursement Specialist. The DOF will exercise independent judgment,
within established guidelines, in interpretation, and enforcement of rules, regulations, and statutes relating to
federal, state, and privately funded programs.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.

(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
Leadership and Supervision
•

Lead, supervise and train direct staff report in all aspects of the job accountability and compliance regulations.

•

Document performance as required; writes and delivers yearly Performance Review for direct reports on a timely basis.

•

Coach and counsel direct report staff as necessary to improve and maintain performance.

•

Execute and follow through of all disciplinary actions and performance Improvements plans of direct reports staff.

•

Provide support to the COO in creating the opportunity to recognize employee contributions and performance.

•

Set staff annual goals and objectives and monitors minimum quarterly for direct reports.

•

Ensure the direct reports meet requirements of responsibilities as stated in their job description.

•

Communicate and update COO regularly on budget and finance issues of employee, vendor, and providers.

•

Communicate regularly with relevant state officials through conference calls, e-mails, phone calls and meetings.

•

Provide related financial/budget/expenses information to the CEO, and COO on a timely basis.

•

Take a leadership role in forecasting, analyzing trends and makes financial recommendations to Coalition senior
management staff.

•

Foster teamwork and collaboration amongst cross-functional teams.

Financial Management/Accounting/Budget/Financial/Grants Management:
•

Maintain MIP Abila Fund Accounting systems, records, and documents, including electronic storage media, by generally
accepted accounting procedures and practices in a manner in which sufficiently and accurately reflects all receipts and
expenditure of funds.
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Disburse funds authorized by the Coalition in conjunction with the approved plan and based on billing and payment
procedures approved by the OEL.

•

Ensure all restitution controls and invoicing are process following the policies and procedures of the coalition on a timely
basis and consistently.

•

Ensure W-2s and 1099s are processes following the policies and procedures of the coalition promptly and uniformly.

•

Ensure all Coalition invoices and expense reports are prepared following the policies and procedures of the coalition
consistently.

•

Ensure the payroll ledger and labor distribution is accurate.

•

Ensure the Cost Allocation Plan (CAP) distribution is correct, as well as make recommendations to COO to improve the
CAP.

•

Forecast and makes financial recommendations to COO.

•

Develop an annual budget and forecast. Planning budget for the fiscal year and subsequent modifications to ensure
efficient use of funds throughout the year and final close out budgeting for current program year in compliance with
Federal and State regulations for COO review and approval for submission to CEO review for Board of Directors
adoption.

•

Oversee payroll process, the setup, and maintenance of payroll files for processing.

•

Work with senior staff to run organization operations within the approved budget and maintain a system for proper
accountability of funds.

•

Provide information to COO of financial data for planning, control, measurement and evaluation of the Coalition’s
financial position.

•

Disburse funds to funded providers per contractual agreements, and report outcomes of such contracts to the COO.

•

Support the annual inventory of fixed assets.

•

Demonstrate excellent financial steward of the organization.

Procurement and Purchasing:
•

Ensure before processing any purchasing payment that all phases of acquisition operations aligned with organizational
policies and procedure.

•

Cultivate best in class supplier relationships and performance by researching and qualifying suppliers, products, and
services.

•

Ensure the Coalition’s procurement process and prepared documents that meet state and federal guidelines.

•

Assist in the development and review of RFPs.

Compliance:
•

Ensure the conformity with Florida Statute, OMB Circulars, state and local policies and procedures for Coalition
operations.

•

Ensure that all financial records of the Coalition, as requested by OEL and vendors records are available. At all
reasonable times for inspection, review, copying, or audit by federal, state or local taxing authorities and representatives
of the Comptroller of the State of Florida or the Auditor General of Florida, or other personnel duly authorized by OEL.

•

Engage in fraud research and restitution cases and collections in the event the situation presents itself.

•

Coordinates the Coalition’s annual financial compliance audit within nine months of the fiscal year end and ensures
timely submission of all required documents.

•

As primary contact coordinate the Coalition’s annual financial compliance audit as required by OEL.
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Prepare or coordinate of all federal and state financial reports as required by the OEL or other funders.

•

Compile, prepare and submit monthly financial reports invoicing control and submission on/or before the 25th of each
month to OEL. As well as the submission the Coalition Board of Directors - Finance Committee for review.

•

Review all invoices received from vendors and examine the accuracy of the amounts set forth therein before submitting
such invoices for payment OEL.

•

Ensure all Coalition's required Insurances, Licenses, Tax Exemption, Building Permits and Solicitation Permit are up to
date. Insurance control (due dates, necessary and mandatory insurance control).

•

Oversee Coalition process by detecting and investigating possible acts of fraud, abuse of services related overpayments.

•

Establish consistent processes and procedures for conducting desk audit monitoring of the School Readiness parental
sign-in/out sheets and the VPK parental long forms related to payments.

•

Investigate and examine all records, including electronic benefits transfer records, and make inquiry of all persons who
may have knowledge as to any irregularity incidental to the disbursement of public money or other items or benefits, as
needed.

Development/Training/Technical Assistance:
•

Attend all mandated state training programs.

•

Stay abreast of new non-profit financial, budgeting trends, and accounting trends.

•

Ensure direct reports are train in fiscal policies, procedures, and systems, as needed.

•

Share with appropriate staff information/knowledge gathered at conferences and meetings.

Human Resource Management:
•

Oversee the new hires paper work, background, and drug screening process.

•

Research benefits annually and recommends employee benefit options to COO for CEO review and approval.

•

Conducts research and provides analysis of recommended salary adjustments based on recognized surveys.

•

Advise COO on fiscal/financial matters relative to Coalition HR policies and procedures to discuss with CEO.

•

Ensure PTO staff schedule for proper service coverage of providers.

•

Ensure direct reports staff departmental administrative tasks are completed as assigned to include follow up on
compliance letters and various tracking.

Qualifications:
•

Supervisory experience in managing and directing a team of two or more people.

•

Strong delegation and follow through skills.

•

Ability to make mathematical calculations and balance a budget.

•

Ability to organize, coordinate projects, set priorities, meet deadlines and follow-up on own and subordinates
assignments with little or no supervision.

•

Proven ability to meet deadlines and manage time effectively.

•

Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records,
designing forms, and other office procedures and terminology.

•

Ability to effectively communicate sensitive information and exercise sound judgment.

•

Knowledge of customer service techniques.

•

Ability to work and communicate with people from various multi-cultural backgrounds and socioeconomic levels.
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•

Ability to solve the problem and deal with a variety of variables.

•

Demonstrate knowledge of accounting and budgeting practices of Florida state standards and requirements.

•

Proficiency in the operation and use of personal computers and computer software applications (Microsoft Office Suite).
Ability to navigate the internet. Knowledge of state database system is a benefit.

Education and Experience Requirements:
•

Bachelor’s Degree required, in Business Administration, Accounting, or equivalent field. Master’s Degree in Accounting
or CPA or similar field preferred. A minimum of five (5) years in non-profit accounting works experiences required. The
alternative, of the combination of education or documented continuing education, and experience sufficient to
successfully perform the essential duties of the job as listed above.

•

State of FL Contract Management Credential a plus.

•

Five (5) years of progressive supervisory experience required.

•

Automated Fund Accounting software experience required. MIP Abila Funding Accounting software skills within the
context of Early Learning Programs a plus.

•

Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a positive
asset for this position.

•

Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and able to
work independently with minimal supervision.

•

Must have the ability to manage stress appropriately and manage multiple tasks and priorities.

•

Must obtain a cleared “level 2” background and drug screening.

•

Should be familiar with the child care community in Seminole County.

•

Must be willing to travel within and out of Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when owned
vehicle would be used for traveling.

Professional Conduct:
•

Responsible for reporting to management any suspected fraud, misrepresentation, any irregularity and suspected
irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K, Providers,
Contractors and any other parties with a business relationship, direct or indirect, with the Coalition.

•

Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.

•

Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child or a
vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800-962-2873.

•

Adhere to the policies and procedures of the Coalition while maintaining high levels of confidentiality and discretion.

•

Attend work consistently, and punctual according to Coalition policy.

•

Adhere to dress code.

•

Contribute positively to the work environment by supporting new ideas and change when applicable.

•

Represent the Coalition professionally at all times.

•

Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.

•

Work cooperatively with both internal and external stakeholders at all time.

•

Interpret and effectively communicate Coalition policies verbally and in writing.

•

Ensure that all information of a confidential nature is held in a secure and confidential method.
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•

Complete all reports in a timely and comprehensive manner as required.

•

Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.

Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:

Director of Finance Job Description

5 of 5

www.seminoleearlylearning.org

JOB DESCRIPTION
(Finance Department)
Position:
Staff Accountant (SA)
Reports to:
Director of Finance (DOF)
Grade Level:
TBD
Wage & Hour Status:
Exempt
Minimum Salary Range:
TBD
Purpose:
Under the supervision of the Director of Finance the Staff Accountant of the Early Learning Coalition of
Seminole (Coalition) is primarily responsible for Reimbursement Control, Match Reporting, EFS/GL Analysis,
Provider Rates Maintenance, AP Processing and Payment, Payroll and Vendors Invoicing. The Staff Accountant
will assist the DOF with management reporting, financial analysis, operating and department budgets maintaining
the financial management system of the Coalition. The SA will exercise independent judgment, within established
guidelines, in interpretation, and enforcement of rules, regulations, and statutes relating to federal, state, and
privately funded programs.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
Financial Management/Accounting/Budget/Financial/Grants Management:
• Prepares and enters monthly journal entries into Sage Fund Accounting software.
• Responsible for preparation and processing of monthly allocation percentages.
• Responsible for the preparation and submission of monthly financial invoices and reports on/or before the 20th of each
month to OEL and other funding sources.
• Responsible for processing payroll, set up and maintain payroll files for processing.
• Prepares special reports and projects as assigned by the Director of Finance, including grant applications.
• Assist DF in maintaining MIP Abila Fund Accounting systems, records, and documents, including electronic storage
media, by generally accepted accounting procedures and practices in a manner in which sufficiently and accurately
reflects all receipts and expenditure of funds.
• Assist the DOF with the disbursement of funds authorized by the Coalition in conjunction with the approved plan and
based on billing and payment procedures approved by the OEL.
• Assist the DOF in ensuring all restitution controls and invoicing process following the policies and procedures of the
coalition on a timely basis and consistently.
• Assist the DOF in ensuring all Coalition invoices and expense reports are processed following the policies and
procedures of the coalition consistently.
• Assist the DOF in the developing of an annual budget and forecast. Planning budget for the fiscal year and subsequent
modifications to ensure efficient use of funds throughout the year and final close out budgeting for current program year
in compliance with Federal and State regulations for COO review and approval for submission to CEO review for Board
of Directors adoption.
• Demonstrate excellent financial steward of the organization.
• Set up and maintain accounts payable files for full cycle accounts payable processing.
• Responsible for bi-weekly payroll benefits and deductions coding.
• Responsible for entry of payroll data into the MIP Abila Funding Accounting software.
• Prepares and enters monthly journal entries into Sage Fund Accounting software.
• Responsible for preparation and processing of monthly allocation percentages.
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• Assists with month-end and fiscal year-end closings, as assigned by the DOF.
• Monitor and manage the payment adjustment process.
Procurement and Purchasing:
• Assist the DOF in ensuring before processing any purchasing payment that all phases of acquisition operations aligned
with organizational policies and procedure.
• Assist the DOF in ensuring the Coalition’s procurement process and prepared documents to meet state and federal
guidelines.
• Assist in the development and review of RFPs.
Compliance:
• Assist the DOF in ensuring the conformity with Florida Statute, OMB Circulars, state and local policies and procedures for
Coalition operations.
• Assist the DOF in ensuring that all financial records of the Coalition, as requested by OEL and vendors records are
available. At all reasonable times for inspection, review, copying, or audit by federal, state or local taxing authorities and
representatives of the Comptroller of the State of Florida or the Auditor General of Florida, or other personnel duly
authorized by OEL.
• Assist the DOF in ensuring fraud research and restitution cases and collections in the event the situation presents itself.
• Coordinates the Coalition’s annual financial compliance audit within nine months of the fiscal year end and ensures
timely submission of all required documents.
• Assist the DOF in the coordination the Coalition’s annual financial compliance audit as required by OEL.
• Assist the DOF in the review of all invoices received from vendors and examine the accuracy of the amounts set forth
therein before submitting such invoices for payment OEL.
• Assist the DOF in ensuring all Coalition's required Insurances, Licenses, Tax Exemption, Building Permits and
Solicitation Permit are up to date. Insurance control (due dates, necessary and mandatory insurance control).
• Monitor and manage the closing process in the mandated system.
• Assist in performing periodic and annual maintenance of billing groups, rates, and calendars in EFS.
• Assists DOF with match requirements, including monthly in-kind approvals and reporting.
• Resolve and submit returned funds, including restitutions.
• Support Coalition process by detecting and investigating possible acts of fraud, abuse of services related overpayments,
family services program requirements and provider contractual obligations.
• Assist DOF on establishing consistent processes and procedures for conducting desk audit monitoring of the School
Readiness parental sign-in/out sheets and the VPK parental long forms related to payments.
Development/Training/Technical Assistance:
• Attend all mandated state training programs.
• Stay abreast of all new non-profit financial, budgeting trends, and accounting trends.
• Share with appropriate staff information/knowledge gathered at conferences and meetings.
Human Resource Management:
• Responsible for new hires paper work, background and drug screening.
• Follow up of all disciplinary actions and performance Improvements plans of Coalition’s staff.
• Assist the DOF in creating the opportunity to recognize employee contributions and performance.
• Assist the DOF in forecasting, analyzing trends and makes financial recommendations to Coalition senior management
staff.
• Foster teamwork and collaboration amongst cross-functional teams.
• Assist the DOF with research benefits annually and recommends employee benefit options to COO for CEO review and
approval.
• Assist the DOF with conducting research and provides analysis of recommended salary adjustments based on
recognized surveys.
Staff Account Job Description

2 of 4

www.seminoleearlylearning.org
• Advise DOF on fiscal/financial matters relative to Coalition HR policies and procedures to discuss with CEO.
• Assist the DOF with Support the annual inventory of fixed assets.
Qualifications:
• Ability to make mathematical calculations and balance a budget.
• Ability to organize, coordinate projects, set priorities, meet deadlines and follow-up on own and subordinates
assignments with little or no supervision.
• Proven ability to meet deadlines and manage time effectively.
• Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records,
designing forms, and other office procedures and terminology.
• Ability to effectively communicate sensitive information and exercise sound judgment.
• Knowledge of customer service techniques.
• Ability to work and communicate with people from various multi-cultural backgrounds and socioeconomic levels.
• Ability to establish and maintain effective working relationship with a variety of constituents.
• Ability to solve the problem and deal with a variety of variables.
• Demonstrate knowledge of accounting and budgeting practices of Florida state standards and requirements.
• Proficiency in the operation and use of personal computers and computer software applications (Microsoft Office Suite).
Ability to navigate the internet. Knowledge of state database system is a benefit.
Education and Experience Requirements:
• Bachelor’s Degree required, in Business Administration, Accounting, or equivalent field. Master’s Degree in Accounting
or CPA or similar field preferred. A minimum of three (3) years of experience in public grant, accounting, including
Financial Analysis and Budgeting required. Supervisory experience preferred required.
• The alternative, of the combination of education or documented continuing education, and experience sufficient to
successfully perform the essential duties of the job as listed above.
• Automated Fund Accounting software experience required. MIP Abila Funding Accounting software experiences within
the context of Early Learning Programs a plus.
• Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a positive
asset for this position.
• Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and able to
work independently with minimal supervision.
• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
• Must obtain a cleared “level 2” background and drug screening.
• Should be familiar with the child care community in Seminole County.
• Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend hours
required.
• Must be willing to travel within and out of Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when owned
vehicle would be used for traveling.
Professional Conduct:
• Responsible for reporting to management any suspected fraud, misrepresentation, any irregularity and suspected
irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K, Providers,
Contractors and any other parties with a business relationship, direct or indirect, with the ELC of Seminole.
• Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.
• Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child or a
vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800-962-2873.
• Adhere to the policies and procedures of the Coalition while maintaining high levels of confidentiality and discretion.
• Attend work consistently, and punctual according to Coalition policy.
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• Adhere to dress code.
• Contribute positively to the work environment by supporting new ideas and change when applicable.
• Represent the ELC of Seminole professionally at all times.
• Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
• Work cooperatively with both internal and external stakeholders at all time.
• Interpret and effectively communicate Early Learning Coalition of Seminole policies verbally and in writing.
• Ensure that all information of a confidential nature is held in a secure and confidential method.
• Complete all reports in a timely and comprehensive manner as required.
• Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Finance Department)
Position:

Reimbursement Specialist (RS)

Reports to:

Director of Finance (DOF)

Grade Level:

TBD

Wage & Hour Status:

Non-Exempt, Full-Time

Minimum Salary Range:

TBD

Purpose:

Under the supervision of the Director of Finance of the Early Learning Coalition of Seminole (Coalition), the
Reimbursement Specialist is responsible for ensuring the provider payment process is completed, in a timely
and accurate manner, for School Readiness and Voluntary Pre-Kindergarten (VPK) providers in compliance with
the Coalition’s policies and procedures as required by the Coalition Grant Agreement with Office of Early
Learning and other funding entities. Reimbursement Specialist functions are performed in person, secured email,
letters, telephone and Florida’s Office of Early Learning Coalition Services Portal.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.

(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by the
directorate.)
Functions and responsibilities:
•

Responsible for verifying School Readiness and VPK provider attendance for accuracy. Assists, as the case
may be, with any monitoring activities for other grant funded programs the Coalition is in charge of, to ensure
compliance with funder requirements, as determined by the Coalition.

•

Support Coalition process by detecting and investigating possible acts of fraud, abuse of services related
overpayments, family services program requirements and provider contractual obligations.

•

Compile attendance documentation submitted by child care providers and enter into OEL mandated system
for proper payments.

•

Research, review, document, and process provider payments and adjustments for School Readiness and
VPK Providers.

•

Communicate with the DOF regularly during provider payment processing to ensure any corrections related to
child attendance are completed before payments are accurate.

•

Provide technical assistance to child care providers regarding School Readiness/VPK payment guidelines and
regulations.

•

Portal Maintenance:
o Attendance Rosters.
o

Reimbursement/Reconciliation Reimbursements Reports.

•

Conduct Reimbursement Desk audits all vendors (providers).

•

Finance Department’s Filing.

•

Maintain and update approved Holidays in the system.

•

Ensure coalition payment policies are applied and followed when recording attendance for payment purposes.

•

Assist Staff Account with the updated System Provider Rate and Holiday information in ensuring accurate
reimbursement, as necessary.
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•

Assist Staff Account with research and respond to inquiries received regarding vendor payments, as
necessary.

•

Assist Staff Account with the periodic and annual maintenance of billing groups, rates, and calendars in EFS,
as appropriate.

•

Assist Staff Account with entering, updating and maintaining SR and VPK provider information in the
mandated system, including electronic banking information, DCF license, and liability insurance renewals, as
necessary.

•

Communicate essential school readiness and VPK information to child care providers on a timely basis.

•

Update and maintain client files, data records, and case notes for parents, children and child care providers
as required in the Coalition’s system and hard case files.

•

Assist the Director of Finance and Staff Accountant, as required.

Professional Conduct:
•

Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any
irregularity and suspected irregularity involving employees as well as families served through School
Readiness/Voluntary Pre-K, Providers, Contractors and any other parties with a business relationship, direct
or indirect, with the Coalition.

•

Protect the confidentiality of child, family, and provider validating the information on records prior discussing
any information related to their files.

•

Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a
child or a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-80096ABUSE - 800-962-2873.

•

Adhere to the policies and procedures of the Coalition and its Departments; maintain high levels of
confidentiality and discretion.

•

Attend work consistently, and punctual according to Coalition policy.

•

Adhere to dress code.

•

Contribute positively to the work environment by supporting new ideas and change when applicable.

•

Represent the Coalition professionally at all times.

•

Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.

•

Work cooperatively with both internal and external stakeholders at all time.

•

Interpret and effectively communicate Coalition policies verbally and in writing.

•

Ensure that all information of a confidential nature is held in a secure and confidential method.

•

Complete all reports in a timely and comprehensive manner as required.

•

Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.

Education and Experience Requirements:
• A minimum of a high school diploma or equivalent; some experience working with the public in business, and
office setting or an equivalent combination of education and experience sufficient to successfully perform the
essential duties of the job as listed above.
• Ability to communicate effectively, both verbally and in writing. Excellent interpersonal and telephone skills.
• Ability to speak, interpret and translate Spanish is a positive asset for this position.
• Must have strong computer skills, including proficiency with Microsoft Office Suite. Knowledge of state
database system is a benefit.
• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
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• Must obtain a cleared “level 2” background and drug screening.
• Should be familiar with the child care community in Seminole County.
• Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend
hours required.
• Must be willing to travel, if needed, within Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance
when owned vehicle would be used for traveling.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Family Services and Compliance Departments)
Position:
Reports to:

Director of Program Compliance (DPC)
Chief Operating Officer (COO)

Grade Level:
Wage & Hour Status:

TBD
Exempt

Minimum Salary Range:
TBD
Purpose:
The Director of Program Compliance of the Early Learning Coalition of Seminole (Coalition) is primarily
responsible for ensuring programs comply with the organizational strategic plan, state and federal regulations
and Coalition policies. To prepare and develop appropriate monitoring tools and evaluation methods of School
Readiness and VPK services, including the supervision tools as needed for funds received from private
foundations (grants). To create, implement administers and enforces all policies, procedures, and activities
required for the Coalition to operate by the statutes, rules, laws, and regulations that govern the SR & VPK
Programs. Identify possible cases of fraud. Improve capabilities and resources of the Coalition for the alleviation
and prevention of fraud, including but not limited to, and program initiatives. The DPC will exercise independent
judgment, within established guidelines, in interpretation, and enforcement of rules, regulations, and statutes
relating to federal, state, and privately funded programs.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
Leadership and Supervision
•

Lead, supervise and train direct staff in all aspects of the job accountability and compliance regulations.

•

Document performance as required; writes and delivers yearly Performance Review for direct reports on a timely
basis.

•

Coach and counsel direct report as necessary to improve and maintain performance.

•

Execute and follow through of all disciplinary actions and performance Improvements plans of direct reports staff.

•

Set staff annual goals and objectives and monitors minimum quarterly for direct reports.

•

Ensure the direct reports meet requirements of responsibilities as stated in their job description.

•

Communicate and update COO regularly on issues of employee, and providers.

•

Communicate regularly with relevant state officials through conference calls, e-mails, phone calls and meetings.

•

Provide related program expenses information to the COO on a timely basis.

•

Take a leadership role in forecasting, analyzing trends and makes recommendations to the COO related to
programs.

•

Foster teamwork and collaboration amongst cross-functional teams.

•

Demonstrate excellent financial steward of the organization.

Compliance:
•

Perform any additional administrative services as indicated in Florida Statutes, the Plan, and OEL.

•

Ensure compliance with Florida Statute, Federal and local policies and procedures for Coalition operations.

•

Oversee the program monitoring of contracted providers to ensure contractual compliance.
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•

Coordinate the Coalition’s programmatic review as required by OEL.

•

Coordinate Coalition process by detecting and investigating possible acts of fraud, abuse of services related
overpayments, family services program requirements and provider contractual obligations.

•

Coordinate procedures for reporting allegations of potential fraud, misrepresentation of information provided to
receive benefits and address the need to identify, detect and recover improperly issued benefits for DFS prosecution
of individuals who fraudulently obtain or attempt to obtain benefits to which they are not legally entitled.

•

Establish and coordinate consistent processes and procedures for conducting onsite and desk audit monitoring of
the School Readiness and the VPK providers contracts.

•

Coordinate the investigation and examination of all records, inquiries of all persons who may have knowledge as to
any irregularity incidental to the disbursement of public money or other items or benefits to families and providers.

Development/Training/Technical Assistance:
•

Attend all mandated state training programs.

•

Stay abreast of new programs requirements, fraud, and compliance trends.

•

Ensure direct reports are trained in program policies, procedures, and systems, as needed.

•

Share with appropriate staff information/knowledge gathered at conferences and meetings.

•

Ensure Coalition staff is trained to help identify potential fraud on all programmatic areas of business.

Program Support:
•

Coordinate program functions related to child eligibility and enrollment in the School Readiness (SR) and Voluntary
Pre-Kindergarten (VPK) programs by Coalition policies and procedures.

•

Ensure that Coalition hours of operation and service levels provided by staff are responsive to the community and
provider needs.

•

Oversee the design, coordination and monitoring of Provider Corrective Actions Plans (CAP) to improve services
and comply with contractual obligations.

•

Perform or coordinate duties of staff members in their absence or upon requests for assistance.

•

Investigate complaints related to School Readiness and VPK services provided directly by the Coalition; provide
updates to COO or CEO.

•

Prepare monthly reports for COO and provide updates, as needed.

•

Supervise and direct report departmental administrative functions to include follow up on compliance letters and
various tracking.

•

Manage the department direct staff reports PTO schedule for appropriate service coverage.

•

Prepare and submit plan amendments related to areas of responsibilities.

•

Research information and fraud prevention techniques, and recommend approaches for improving risk.

•

Coordinate monitoring activities to ensure the Coalition is effectively meeting programs outcomes, per Coalition plan.

•

Make recommendations for process improvements to ensure efficient management of child care provider
applications and contracts.

•

Assists with the development of procedures, as it pertains to compliance with Florida Statutes. Assists with the
implementation of the School Readiness Plan adopted by the Board of Directors for the Coalition and approved by
the Office of Early Learning, including providing requested information to the Office of Early Learning, as directed by
the COO.

Qualifications:
•

Supervisory experience in managing and directing a team of seven or more people.

•

Strong delegation and follow through skills.
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Ability to organize, coordinate projects, set priorities, meet deadlines and follow-up on own and subordinates
assignments with little or no supervision.

•

Proven ability to meet deadlines and manage time effectively.

•

Ability to lead collaboratively work and foster teamwork amongst cross-functional teams.

•

Knowledge of administrative and clerical procedures and systems such as word processing, managing files and
records, designing forms, and other office procedures and terminology.

•

Ability to effectively communicate sensitive information and exercise sound judgment.

•

Knowledge of customer service techniques.

•

Ability to work and communicate with people from various multi-cultural backgrounds and socioeconomic levels.

•

Ability to solve the problem and deal with a variety of variables.

•

Demonstrate knowledge of accounting and budgeting practices of Florida state standards and requirements.

•

Proficiency in the operation and use of personal computers and computer software applications (Microsoft Office
Suite). Ability to navigate the internet. Knowledge of state database system is a benefit.

Education and Experience Requirements:
•

Bachelor’s Degree required, in Business Administration, Public Administration, Public Relations, Social Work or
equivalent field. Master’s Degree preferred. A minimum of ten (10) years work experience working in Public
Administration, Public Relations or equivalent. The alternative, of the combination of education or documented
continuing education, and experience sufficient to successfully perform the essential duties of the job as listed
above.

•

Non-Profit experience preferred.

•

Knowledge of DCFS licensing standards is preferred.

•

Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a
positive asset for this position.

•

Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and able to
work independently with minimal supervision.

•

Must have the ability to manage stress appropriately and manage multiple tasks and priorities.

•

Must obtain a cleared “level 2” background and drug screening.

•

Should be familiar with the child care community in Seminole County.

•

Must be willing to travel within and out of Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when
owned vehicle would be used for traveling.

Professional Conduct:
•

Responsible for managing and investigate any suspected fraud, misrepresentation, any irregularity and suspected
irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K, Providers,
Contractors and any other parties with a business relationship, direct or indirect, with the Coalition.

•

Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.

•

Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child
or a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800962-2873.

•

Adhere to the policies and procedures of the Coalition while maintaining high levels of confidentiality and discretion.

•

Attend work consistently, and punctual according to Coalition policy.

•

Adhere to dress code.
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Contribute positively to the work environment by supporting new ideas and change when applicable.

•

Represent the Coalition professionally at all times.

•

Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.

•

Work cooperatively with both internal and external stakeholders at all time.

•

Interpret and effectively communicate Coalition policies verbally and in writing.

•

Ensure that all information of a confidential nature is held in a secure and confidential method.

•

Complete all reports in a timely and comprehensive manner as required.

•

Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.

Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Family Services Department)
Position:
Reports to:

Family Services – CCRR/Enrollment Specialist
Director of Program Compliance

Grade Level:
Wage & Hour Status:

TBD
Non-Exempt, Full-Time

Minimum Salary Range:
TBD
Purpose:
Under the supervision of the Director of Program Compliance of the Early Learning Coalition of Seminole
(Coalition), the Family Services – CCRR/Enrollment Specialist is responsible for providing “front door to
services” assistance to clients, child care providers and the general public. This position includes providing
information regarding eligibility for child care services in compliance with the Coalition’s policies and procedures
as required by the Coalition Grant Agreement with Office of Early Learning and other funding entities.
CCRR/Enrollment Specialist service functions are performed in person, secured email, letters, telephone and
Florida’s Office of Early Learning Coalition Services Portal.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
• Provide assistance in determining preliminary eligibility for services and completing unified wait list applications.
Conducts re-validation of wait list applicants to ensure continued eligibility when applicable.
• Provide front desk support on a rotating work schedule. While working at the reception, the position is responsible for
operating a multi-line telephone system and communicating to staff members, assisting families with online SR and
VPK applications, making copies of the family’s paperwork as needed and ensuring that the lobby area is neat and
adequately stocked with resource and educational materials.
• Assist families in the computer lab with uploading documents and troubleshooting issues in the statewide portal.
• SR & VPK Eligibility Determination/Redetermination, by Florida Statute, Administrative Code and state and local
policies and procedures. SR OCA Code 97BDE & VPEN:
o Conduct interviews to identify income sources information (i.e., review of social security benefits indicates that
other family members receive additional social security benefits).
o Conduct inquiries related to documentation on file. Verify residency, income, birth date, and any other
required eligibility documentation, as well as documenting parent fees.
o Complete required case file documentation at the time of intake and redetermination using the statewide
database.
o Notify parents/providers of changes in eligibility status promptly.
o Conduct parent requests to change providers, parent household/income changes, parent inquiries, enrolling
and re-enrolling children, terminating services, matching certificates to case files and follow-up with parents
for any additional documentation for the archive.
o Entry of data into a computerized child care information system related to enrollment, including updating
history codes of families who are eligible but not enrolled.
o Identify client funding types, billing groups, eligibility codes and other information related to program/service
eligibility.
o Conduct client interviews with customers who seek services based on referrals from DCF/designated
agencies and Welfare Transition organizations, as well as clients complying with continued eligibility
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requirements and redetermination, as needed.
o Educate parents on all determination and re-determination program requirements, rules, and responsibilities
of the School Readiness & VPK programs.
• CCRR - Educate parents on the types of available child care in Seminole County.
• CCRR - Educate parents on how to identify and select quality child care settings.
• CCRR - Interview parents using the mandated referral system to document the parent’s needs to generate non-biased
referrals, as available in the geographic area.
• CCRR - Develop and maintain a list of available community resources for family support; provide referrals to meet their
needs.
• CCRR - Receives and processes complaints received through R&R as it pertains to child care services. Routes
complaints to appropriate staff members.
• CCRR - Assists with annual provider update for all Seminole County are legally operating child care settings.
• Conducts regular file audits to ensure the information in the archive is complete and in full compliance and any other
requirements of funding sources, as needed.
• Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the evening and
on weekends, as needed.
Process Provider Attendance (first week of the month):
• Support the Reimbursement Specialist on processing provider payment and adjustments for School Readiness and
VPK Providers.
• Responsible for verifying School Readiness and VPK provider attendance for accuracy.
• Compile attendance documentation submitted by child care providers and enter into OEL mandated system for proper
payments.
Professional Conduct:
• Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any irregularity
and suspected irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K,
Providers, Contractors and any other parties with a business relationship, direct or indirect, with the Coalition.
• Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.
• Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child or
a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800-9622873.
• Adhere to the policies and procedures of the Coalition and its Departments; maintain high levels of confidentiality and
discretion.
• Attend work consistently, and punctual according to Coalition policy.
• Adhere to dress code.
• Contribute positively to the work environment by supporting new ideas and change when applicable.
• Represent the Coalition professionally at all times.
• Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
• Work cooperatively with both internal and external stakeholders at all time.
• Interpret and effectively communicate Coalition policies verbally and in writing.
• Ensure that all information of a confidential nature is held in a secure and confidential method.
• Complete all reports in a timely and comprehensive manner as required.
• Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
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Education and Experience Requirements:
• A minimum of three (3) years work experience working with the public in business, office, case management, or early
childhood setting. Associates Degree in Case Management, Social Work, or Administration or relevant area preferred,
or an equivalent combination of education and experience sufficient to successfully perform the essential duties of the
job as listed above.
• Broad knowledge of children and early childhood education.
• Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a positive
asset for this position.
• Must have strong computer skills, including proficiency with Microsoft Office Suite. Knowledge of state database
system is a benefit.
• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
• Complete the required Office of Early Learning CCRR Level 1 Evaluations within the required timeframes.
• Must obtain a cleared “level 2” background and drug screening.
• Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend hours
required.
• Must be willing to travel, if needed, within Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when
owned vehicle would be used for traveling. Should be familiar with the child care community in Seminole County.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Family Services Department)
Position:
Reports to:

Family Services - Family Support Specialist
Director of Program Compliance

Grade Level:
Wage & Hour Status:

TBD
Non-Exempt, Full-Time

Minimum Salary Range:
TBD
Purpose:
Under the supervision of the Director of Program Compliance of the Early Learning Coalition of Seminole
(Coalition), the Family Services - Family Support Specialist is responsible for providing “front door to services”
assistance to clients, child care providers and the general public. Provide vision and hearing screening to children
within Seminole County. It includes providing information regarding preliminary eligibility for child care services,
provide guidance on choosing quality child care programs and referring individuals and families to appropriate
social service agencies in compliance with the Coalition’s policies and procedures as required by the Coalition
Grant Agreement with Office of Early Learning and other funding entities. Family Services - Family Support
Specialist service functions are performed in person, secured email, letters, telephone and Florida’s Office of
Early Learning Coalition Services Portal.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
• Conduct hearing and vision screening, as needed.
• Screen vision and hearing by using Coalition’s equipment, recording results, and reporting results provider and parent.
• Vision and Hearing Screenings: Fill out necessary paper work to obtain parent consents
• Vision and Hearing Screenings: Communicate with child care providers about needed follow up screenings.
• Actively engage parents in conversations related to Vision and Hearing Screenings results.
• Vision and Hearing Screenings: Refer children for other outside agency for further services if warranted. Follow up on
the status of referrals as required in Coalition policy. Monitors and supports children who have been referred.
• Maintains accurate documentation, promptly, that meets program requirements and contractual obligations.
• Assess processes and make recommendations for enhancements related to the Coalition’s Vision and Hearing
Screenings services.
• CCRR - Educate parents on the types of available child care in Seminole County.
• CCRR - Educate parents on how to identify and select quality child care settings.
• CCRR - Interview parents using the mandated referral system to document the parent’s needs to generate non-biased
referrals, as available in the geographic area.
• CCRR - Develop and maintain a list of available community resources for family support; provide referrals to meet their
needs.
• CCRR - Receives and processes complaints received through R&R as it pertains to child care services. Routes
complaints to appropriate staff members.
• CCRR - Assists with annual provider update for all Seminole County are legally operating child care settings.
• Oversee the interns and act as the liaison between the Coalition and the educational institution, as needed with the
Director of Program Compliance support and guidance.
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• Ensure all Internship agreements are completed, as needed.
• Conducts regular file audits to ensure the information in the archive is complete and in full compliance and any other
requirements of funding sources, as needed.
• Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the evening and
on weekends, as needed.
• Provides front desk support on a rotating work schedule, as needed. While working at the reception, the Family
Support Specialist is responsible for operating a multi-line telephone system, communicating to staff members,
assisting families with online SR and VPK applications, making copies of the family’s paperwork, as needed, and
ensuring that the lobby area is neat and adequately stocked with resource and educational materials, as needed.
• Provide assistance in determining preliminary eligibility for services and completing unified wait list applications.
Conducts re-validation of wait list applicants to ensure continued eligibility when applicable, as needed.
• Assist families in the computer lab with uploading documents and troubleshooting issues in the statewide portal, as
needed.
Professional Conduct:
• Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any irregularity
and suspected irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K,
Providers, Contractors and any other parties with a business relationship, direct or indirect, with the Coalition.
• Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.
• Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child or
a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800-9622873.
• Adhere to the policies and procedures of the Coalition and its Departments; maintain high levels of confidentiality and
discretion.
• Attend work consistently, and punctual according to Coalition policy.
• Adhere to dress code.
• Contribute positively to the work environment by supporting new ideas and change when applicable.
• Represent the Coalition professionally at all times.
• Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
• Work cooperatively with both internal and external stakeholders at all time.
• Interpret and effectively communicate Coalition policies verbally and in writing.
• Ensure that all information of a confidential nature is held in a secure and confidential method.
• Complete all reports in a timely and comprehensive manner as required.
• Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
Education, Experience and Requirements:
• A minimum of three (3) years work experience working with the public in business, office, case management, or early
childhood setting. Bachelor Degree in Case Management, Social Work, or Administration or relevant area preferred;
Master Degree Plus or an equivalent combination of education and experience sufficient to successfully perform the
essential duties of the job as listed above.
• Broad knowledge of children and early childhood education.
• Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a positive
asset for this position.
• Must have strong computer skills, including proficiency with Microsoft Office Suite. Knowledge of state database
system is a benefit.
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• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
• Complete the required Office of Early Learning CCRR Level 1 & 2 Evaluations and CCR&R Coordinator certification
within the required timeframes.
• Must obtain a cleared “level 2” background and drug screening.
• Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend hours
required.
• Must be willing to travel, if needed, within Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when
owned vehicle would be used for traveling. Should be familiar with the child care community in Seminole County.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Family Services Department)
Position:

Family Services - Support Clerk

Reports to:

Director of Program Compliance

Grade Level:

TBD

Wage & Hour Status:

Non-Exempt, Full-Time

Minimum Salary Range:

TBD

Purpose:

Under the supervision of the Director of Program Compliance of the Early Learning Coalition of Seminole, the
Family Services – Support Clerk is responsible for providing ASQ screening support, working with child care
providers and families related to ASQs’. Also, responsible for welcoming families by greeting them, in person or
on the telephone; answering or referring inquiries in compliance with the Early Learning Coalition’s policies and
procedures as required by the Coalition Grant Agreement with Office of Early Learning and other funding entities.
Customer Service/ Receptionist service functions are performed in person, secured email, letters, telephone and
Florida’s Office of Early Learning Coalition Services Portal.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.

(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by the
directorate.)
Functions and responsibilities:
•

Provides consultation and on-site technical assistance to parents while conducting online Ages and Stages
Questionnaire (i.e. ASQ summary, developmental activities, and thank you letter).

•

Assist in preparing and maintaining ASQ’s/Inclusion services children’s files.

•

Ensure proper routing of documentation for children’s files. Maintain tracking system for documents needed for
children’s files for children who are below in two domains. File to include ASQ result summary, and developmental
observation form. Complete WELS Notes.

•

Pull children’s files for scheduled appointments with child development specialist or designee.

•

Greet and provide information, assistance, and services to the general public, employees, and others in person, by
telephone or by other forms of communication to include tracking of visitors as well as documentation of information as
needed. Schedule appointments as appropriate.

•

Process ASQ result letters and information summaries to centers in protected share provider portal.

•

Enters ASQ for children that were validated to include development abilities are reflected.

•

Complete and distribute Cares Report, and Quality Edit Report.

•

Tracks monitoring and below ASQ’s to ensure they are re-screened in 3-6 months.

•

Review Brooks daily to approve or reject ASQ’s, review for ASQ’s that may not be below in any domain with concerns
and print for child development specialist review. If necessary contact providers to re-screen child (ren).

•

Provide front desk support on a rotating work schedule. While working at the reception, the position is responsible for
operating a multi-line telephone system and communicating to staff members, assisting families with online SR and
VPK applications, making copies of the family’s paperwork as needed and ensuring that the lobby area is neat and
adequately stocked with resource and educational materials.
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•

Greet and provide information, assistance, and services to the general public, employees, and others in person, by
telephone or by other forms of communication promptly.

•

Maintain ASQ parent visitor logs.

•

Performs clerical duties including, but not limited to, filing, copying, faxing, document shredding, sorting, mailings, and
postage.

•

Retrieve email and disseminate electronic work-related information as appropriate.

•

Accurately enter and retrieve information from the state database. Responsible for making history notes in state
database whenever speaking with, or having transactions with clients, or child care providers.

•

Refers clients to the Child Care Resource and Referral Specialist and other community resources when appropriate.

•

Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the evening and
on weekends, as needed.

Professional Conduct:
•

Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any irregularity
and suspected irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K,
Providers, Contractors and any other parties with a business relationship, direct or indirect, with the ELC of Seminole.

•

Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.

•

Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child or
a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800-9622873.

•

Adhere to the policies and procedures of the Coalition and its Departments; maintain high levels of confidentiality and
discretion.

•

Attend work consistently, and punctual according to Coalition policy.

•

Adhere to dress code.

•

Contribute positively to the work environment by supporting new ideas and change when applicable.

•

Represent the ELC of Seminole professionally at all times.

•

Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.

•

Work cooperatively with both internal and external stakeholders at all time.

•

Interpret and effectively communicate Early Learning Coalition of Seminole policies verbally and in writing.

•

Ensure that all information of a confidential nature is held in a secure and confidential method.

•

Complete all reports in a timely and comprehensive manner as required.

•

Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.

Education and Experience Requirements:
•

A minimum of a high school diploma or equivalent; some experience working with the public in business, and office
setting or an equivalent combination of education and experience sufficient to successfully perform the essential duties
of the job as listed above.

•

Ability to communicate effectively, both verbally and in writing. Excellent interpersonal and telephone skills.

•

Ability to speak, interpret and translate Spanish is a positive asset for this position.
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•

Must have strong computer skills, including proficiency with Microsoft Office Suite. Knowledge of state database
system is a benefit.

•

Must have the ability to manage stress appropriately and manage multiple tasks and priorities.

•

Must obtain a cleared “level 2” background and drug screening.

•

Should be familiar with the child care community in Seminole County.

•

Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend hours
required.

•

Must be willing to travel, if needed, within Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when
owned vehicle would be used for traveling.

Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Family Services Department)
Position:

Family Services – Customer Service/Receptionist

Reports to:

Director of Program Compliance

Grade Level:

TBD

Wage & Hour Status:

Non-Exempt, Full-Time

Minimum Salary Range:

TBD

Purpose:

Under the supervision of the Director of Program Compliance of the Early Learning Coalition of Seminole, the
Family Services – Customer Service/Receptionist is responsible for welcoming families by greeting them, in
person or on the telephone; answering or referring inquiries. This position includes answering incoming calls,
directing calls to appropriate staff, mail distribution, the flow of correspondence, requisition of supplies as well as
additional clerical duties in compliance with the Early Learning Coalition’s policies and procedures as required by
the Coalition Grant Agreement with Office of Early Learning and other funding entities. Customer Service/
Receptionist service functions are performed in person, secured email, letters, telephone and Florida’s Office of
Early Learning Coalition Services Portal.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.

(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by the
directorate.)
Functions and responsibilities:
•

Operate a multi-line telephone system and communicating to staff members, assisting families with online SR
and VPK applications, and making copies of the family’s paperwork, as needed.

•

Prepare lobby area for opening and closing, while maintaining lobby cleanliness and stocking of updated
literature, community and family resource materials, maintaining bulletin boards and office supplies. Routinely
disinfect toys and sitting area in the reception area.

•

Greet and provide information, assistance, and services to the general public, employees, and others in
person, by telephone or by other forms of communication promptly.

•

Maintain visitor logs and keep check received logbook.

•

Schedule appointments.

•

Assist families in the computer lab with uploading documents and troubleshooting issues in the statewide
portal.

•

Answer phone calls in-person Route phone calls appropriately utilizing the “hold” function as a last resort.
Retrieve and deliver messages accurately.

•

Ensure and verify residency, income, birth date, and any other required eligibility documentation for
appointments.

•

Performs clerical duties including, but not limited to, filing, copying, faxing, document shredding, sorting,
mailings, and postage.

•

Retrieve email and disseminate electronic work-related information as appropriate.
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•

Process incoming and outgoing mail, including bulk mail projects. Maintain mailing lists and databases, as
needed.

•

Notify executive assistant or designee the need of office and cleaning supplies.

•

Maintain copiers, postage meter, and other office equipment. Act as a contact for staff for troubleshooting
problems with equipment. Makes service calls, as needed, on various office equipment.

•

Accurately enter and retrieve information from the state database. Responsible for making history notes in
state database whenever speaking with, or having transactions with clients, or child care providers.

•

Refers clients to the Child Care Resource and Referral Specialist and other community resources when
appropriate.

•

Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the
evening and on weekends, as needed.

Professional Conduct:
•

Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any
irregularity and suspected irregularity involving employees as well as families served through School
Readiness/Voluntary Pre-K, Providers, Contractors and any other parties with a business relationship, direct
or indirect, with the ELC of Seminole.

•

Protect the confidentiality of child, family, and provider validating the information on records prior discussing
any information related to their files.

•

Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a
child or a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-80096ABUSE - 800-962-2873.

•

Adhere to the policies and procedures of the Coalition and its Departments; maintain high levels of
confidentiality and discretion.

•

Attend work consistently, and punctual according to Coalition policy.

•

Adhere to dress code.

•

Contribute positively to the work environment by supporting new ideas and change when applicable.

•

Represent the ELC of Seminole professionally at all times.

•

Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.

•

Work cooperatively with both internal and external stakeholders at all time.

•

Interpret and effectively communicate Early Learning Coalition of Seminole policies verbally and in writing.

•

Ensure that all information of a confidential nature is held in a secure and confidential method.

•

Complete all reports in a timely and comprehensive manner as required.

•

Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.

Education and Experience Requirements:
• A minimum of a high school diploma or equivalent; some experience working with the public in business, and
office setting or an equivalent combination of education and experience sufficient to successfully perform the
essential duties of the job as listed above.
• Ability to communicate effectively, both verbally and in writing. Excellent interpersonal and telephone skills.
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• Ability to speak, interpret and translate Spanish is a positive asset for this position.
• Must have strong computer skills, including proficiency with Microsoft Office Suite. Knowledge of state
database system is a benefit.
• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
• Must obtain a cleared “level 2” background and drug screening.
• Should be familiar with the child care community in Seminole County.
• Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend
hours required.
• Must be willing to travel, if needed, within Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance
when owned vehicle would be used for traveling.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Family Services Department)
Position:

Family Services Specialist - Eligibility

Reports to:

Director of Program Compliance

Grade Level:

TBD

Wage & Hour Status:

Non-Exempt, Full-Time

Minimum Salary Range:

TBD

Purpose:

Under the supervision of the Director of Program Compliance of the Early Learning Coalition of Seminole
(Coalition), the Family Services Specialist - Eligibility is responsible for screening applicants and determining the
eligibility of families applying for financial assistance. This position includes providing information regarding
eligibility for child care services in compliance with the Coalition’s policies and procedures as required by the
Coalition Grant Agreement with Office of Early Learning and other funding entities. Eligibility service functions are
performed in person, secured email, letters, telephone and Florida’s Office of Early Learning Coalition Services
Portal.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.

(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by the
directorate.)
Functions and responsibilities:
•

Eligibility Determination/Redetermination, by Florida Statute, Administrative Code and state and local policies
and procedures. SR OCA Code 97BDE:
o

Conduct interviews to identify income sources information (i.e., review of social security benefits
indicates that other family members receive additional social security benefits).

o

Conduct inquiries related to documentation on file. Verify residency, income, birth date, and any
other required eligibility documentation, as well as documenting parent fees.

o

Complete required case file documentation at the time of intake and redetermination using the
statewide database.

o

Notifies parents/providers of changes in eligibility status in a timely manner. Ensures that the actual
redetermination is done within the designated time period.

o

Conduct eligibility verification accurately and promptly for determining eligibility through State and
local funding, transferring child care providers, and terminating services.

o

Identify client funding types, billing groups, eligibility codes and other information related to
program/service eligibility.

o

Maintain current and accurate information regarding client files, data records, and case notes for
families as required in the state database system.

o

Conduct provider or client follow‐up resulting from errors identified by Data Edit Reports.

o

Conduct client interviews with customers who seek services based on referrals from DCF/designated
agencies and Welfare Transition agencies as well as clients complying with continued eligibility
requirements and redetermination.
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o

Educate parents on all determination and re-determination program requirements, rules, and
responsibilities of the School Readiness & VPK programs.

•

Eligibility Determination/Redetermination for other community grant-funded program initiatives, as needed.
OCA code based on funder.

•

Provide telephone consultations with families and educate on the documentation needed for available
programs. OCA code based on funder.

•

Refers clients to the Child Care Resource and Referral Specialist and other community resources when
appropriate.

•

Conducts regular file audits to ensure the information in the archive is complete and in full compliance and
any other requirements of funding sources.

•

Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the
evening and on weekends, as needed.

Professional Conduct:
•

Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any
irregularity and suspected irregularity involving employees as well as families served through School
Readiness/Voluntary Pre-K, Providers, Contractors and any other parties with a business relationship, direct
or indirect, with the Coalition.

•

Protect the confidentiality of child, family, and provider validating the information on records prior discussing
any information related to their files.

•

Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a
child or a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-80096ABUSE - 800-962-2873.

•

Adhere to the policies and procedures of the Coalition and its Departments; maintain high levels of
confidentiality and discretion.

•

Attend work consistently, and punctual according to Coalition policy.

•

Adhere to dress code.

•

Contribute positively to the work environment by supporting new ideas and change when applicable.

•

Represent the Coalition professionally at all times.

•

Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.

•

Work cooperatively with both internal and external stakeholders at all time.

•

Interpret and effectively communicate Coalition policies verbally and in writing.

•

Ensure that all information of a confidential nature is held in a secure and confidential method.

•

Complete all reports in a timely and comprehensive manner as required.

•

Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.

Education and Experience Requirements:
• A minimum of three (3) years work experience working with the public in business, office, case management,
or early childhood setting. Bachelor Degree in Case Management, Social Work, or Administration or relevant
area preferred, or an equivalent combination of education and experience sufficient to successfully perform the
essential duties of the job as listed above.
Family Services Specialist – Eligibility Job Description

2 of 3

www.seminoleearlylearning.org
• Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a
positive asset for this position.
• Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and
able to work independently with minimal supervision.
• Must have strong computer skills, including proficiency with Microsoft Office Suite. Knowledge of state
database system is a benefit.
• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
• Must obtain a cleared “level 2” background and drug screening.
• Should be familiar with the child care community in Seminole County.
• Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend
hours required.
• Must be willing to travel, if needed, within Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance
when owned vehicle would be used for traveling.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Compliance Department)
Position:
Reports to:

Compliance Specialist
Director of Program Compliance (DPC)

Grade Level:
Wage & Hour Status:

TBD
Non-Exempt, Full-Time

Minimum Salary Range:
TBD
Purpose:
The Compliance Specialist of the Early Learning Coalition of Seminole (Coalition) is primarily responsible for
ensuring provider and family compliance with the Coalition’s policies and procedures as required by the Coalition
Grant Agreement with Office of Early Learning and other funding entities. This position is responsible for early
childhood education provider services such as recruitment; application, determining provider eligibility contracting
processes and compliance monitoring. Compliance Specialist services functions are performed in person,
secured email, letters, telephone and Florida’s Office of Early Learning Coalition Services Portal.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
•
Receive and review required applications and supplemental documentation to determine the eligibility of child care
providers and schools. Process and maintain VPK Providers program changes; amend contracts as needed.
•
Monitor and track due dates and expiration dates to ensure compliance with provider contract requirements.
•
Plan, schedule, and conduct on-site visits following Provider risk analysis schedule of their assigned contract
caseload and brings performance issues to the attention of the Director of Program Compliance promptly.
•
Design, coordinate and monitor Provider Corrective Actions Plans (CAP) to improve services and comply with
contractual obligations.
•
Follow consistent processes and procedures for conducting onsite and desk audit monitoring of the School
Readiness and the VPK providers contracts.
•
Prepares and coordinates presentations and training on topics related to Provider contracts compliance.
•
Make recommendations for process improvements to ensure efficient management of child care provider
applications, contracts, and compliance.
•
Provide telephone consultations with Providers and educate on the provider's contractual obligations requirements.
OCA code based on funder.
•
Investigate complaints related to potential cases of possible fraud and misrepresentation by clients and provider
owner/principals, as assigned by the department director.
o Interviews program recipients and applicants to secure information relating to the potential fraud inquiry.
o Reviews eligibility & payment files to identify potential fraud, as assigned by the department director.
o Secure evidence from all available sources for the preparation of fraud referral submission to the Department
of Financial Services (DFS/PAF).
o Follows leads to assure a complete fraud referral.
o Prepares reports for each case describing all steps taken, visits made, information documented, for
submission of fraud referral.
o Engage in fraud restitution cases and collections.
•
Responsible for prepare papers and file for Coalition’s programmatic review as required by OEL and other funders.
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Assist with Coalition process by detecting and investigating possible acts of fraud, complaints, abuse of services
related to provider contractual obligations. Conduct investigation of parent complaints (i.e. attendance, sign in/out,
parent fees, receipts).
•
Assist with new contracted School Readiness and Voluntary Pre-Kindergarten (VPK) child care providers receive
appropriate provider orientation upon implementation of Provider’s Agreement and annually after that, as needed.
•
Accurately enter and retrieve information from the state database. Responsible for making history notes in state
database whenever speaking with, or having transactions with child care providers.
•
Conducts regular file audits to ensure the information in the archive is complete and in full compliance and any other
requirements of funding sources.
•
Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the evening
and on weekends, as needed.
•
Stay abreast of new SR/VPK programs requirements and Statewide Portal.
•
Share with appropriate staff information/knowledge gathered at conferences and meetings.
•
Ability to organize, coordinate projects, set priorities, meet deadlines and follow-up on own assignments with little or
no supervision.
•
Collaboratively work and foster teamwork amongst cross-functional teams.
•
Ability to effectively communicate sensitive information and exercise sound judgment.
•
Ability to work and communicate with people from various multi-cultural backgrounds and socioeconomic levels.
•
Ability to solve the problem and deal with a variety of variables.
•
Proficiency in the operation and use of personal computers and computer software applications (Microsoft Office
Suite). Ability to navigate the internet. Knowledge of state database system is a benefit.
Education and Experience Requirements:
•
Bachelor’s Degree in Business Administration, Operations, Auditing, Fraud investigation, or equivalent field
preferred. A minimum of three (3) years work experience working in direct program compliance, auditing, fraud
investigation or equivalent. The alternative, of the combination of education or documented continuing education,
and experience sufficient to successfully perform the essential duties of the job as listed above.
•
Knowledge of DCFS licensing standards preferred.
•
Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a
positive asset for this position.
•
Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and able to
work independently with minimal supervision.
•
Must have the capacity to manage stress appropriately and manage multiple tasks and priorities.
•
Must obtain a cleared “level 2” background and drug screening.
•
Should be familiar with the child care community in Seminole County.
•
Must be willing to travel within and out of Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when
owned vehicle would be used for traveling.
Professional Conduct:
•
Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any
irregularity and suspected irregularity involving employees as well as families served through School
Readiness/Voluntary Pre-K, Providers, Contractors and any other parties with a business relationship, direct or
indirect, with the Coalition.
•
Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.
•
Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child
or a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800962-2873.
•
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•
Adhere to the policies and procedures of the Coalition while maintaining high levels of confidentiality and discretion.
•
Attend work consistently, and punctual according to Coalition policy.
•
Adhere to dress code.
•
Contribute positively to the work environment by supporting new ideas and change when applicable.
•
Represent the Coalition professionally at all times.
•
Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
•
Work cooperatively with both internal and external stakeholders at all time.
•
Interpret and effectively communicate Coalition policies verbally and in writing.
•
Ensure that all information of a confidential nature is held in a secure and confidential method.
•
Complete all reports in a timely and comprehensive manner as required.
•
Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Quality Improvement Department)
Position:
Reports to:

Director of Quality Improvement (DQI)
Chief Operating Officer (COO)

Grade Level:
Wage & Hour Status:

TBD
Exempt

Minimum Salary Range:
TBD
Purpose:
The Director of Quality Improvement of the Early Learning Coalition of Seminole (Coalition) is primarily
responsible for the management, coordination, and support for School Readiness and Voluntary PreKindergarten (VPK) Providers Professional Development through technical assistance, assessment, monitoring,
and training. To create, implement administers and enforces all policies, procedures, and activities required for
the Coalition to operate by the statutes, rules, laws, and regulations that govern the SR & VPK Programs. The
DQI will exercise independent judgment, within established guidelines, in interpretation, and enforcement of
rules, regulations, and statutes relating to federal, state, and privately funded programs.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
Leadership and Supervision
• Lead, supervise and train direct staff in all aspects of the job accountability and compliance regulations.
• Document performance as required; writes and delivers yearly Performance Review for direct reports on a timely basis.
• Coach and counsel direct reports staff as necessary to improve and maintain performance.
• Execute and follow through of all disciplinary actions and performance Improvements plans of direct reports staff.
• Set staff annual goals and objectives and monitors minimum quarterly for direct reports.
• Ensure the direct reports meet requirements of responsibilities as stated in their job description.
• Communicate and update COO regularly on issues of employee, and providers.
• Communicate regularly with relevant state officials through conference calls, e-mails, phone calls and meetings.
• Provide related program expenses information to the COO on a timely basis.
• Take a leadership role in forecasting, analyzing trends and makes recommendations to the COO related to programs.
• Foster teamwork and collaboration amongst cross-functional teams.
• Demonstrate excellent financial steward of the organization.
Compliance:
• Perform any additional administrative services as indicated in Florida Statutes, the Plan, and OEL.
• Ensure compliance with Florida Statute, Federal and local policies and procedures for Coalition operations.
• Oversee the program monitoring of contracted providers to ensure contractual compliance.
• Coordinate the Coalition’s programmatic review as required by OEL.
• Assist with Coalition process by detecting and investigating possible acts of fraud, abuse of services related
overpayments, and provider contractual obligations.
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• Establish and coordinate consistent processes and procedures for conducting onsite and desk audit monitoring of the
School Readiness and the VPK providers contracts.
Development/Training/Technical Assistance:
• Attend all mandated state training programs.
• Stay abreast of new early childhood trends, and SR/VPK programs requirements trends.
• Ensure direct reports are trained in program policies, procedures, and systems, as needed.
• Share with appropriate staff information/knowledge gathered at conferences and meetings.
Program Support:
• Ensure Coalition’s goals achievement from Quality Improvement Systems (PFP), ASQ Online, to Pre and Post Child
Assessments.
• Ensure new contracted School Readiness and Voluntary Pre-Kindergarten (VPK) child care providers receive appropriate
provider orientation upon implementation of Provider’s Agreement and annually after that, as needed.
• Oversee the design and coordination of providers training of developmentally appropriate early care and education for
infant and toddler research based best practices.
• Monitor the quality of child toddler improvements and enhancement of on-site consultation for TA, mentoring, and support
using a Quality Improvement Plan (QIP), and support provided to build programs’ capacity to improve and assure the
continuing quality of their services to infant and toddler.
• Oversee the design, coordination, and monitoring of Provider Corrective Actions Plans (CAP) to improve services and
comply with contractual obligations.
• Develop training that will assist practitioners in reaching program improvement goals and assist with the grant training
cohorts.
• Coordinate monitoring, training, and quality support assistance for child care sites receiving funding through the Coalition.
• Design and coordinate Professional Development activities annually and after that with ideas for innovative
enhancements of new initiatives that will enhance Provider’s high-quality education services.
• Work with provider owners and directors, as appropriate, to establish a continuous plan of program improvement and
demonstrate improved child outcomes based on the Florida Early Learning and Developmental Standards.
• Ensure that Quality Improvement team hours of operation and service levels provided by staff are responsive to the
community and provider needs.
• Perform or coordinate duties of staff members in their absence or upon requests for assistance.
• Prepare monthly reports for COO and provide updates, as needed.
• Supervise and direct report departmental administrative functions to include follow up on compliance letters and various
tracking.
• Manage the department direct staff reports PTO schedule for appropriate service coverage.
• Prepare and submit plan amendments related to areas of responsibilities.
• Coordinate monitoring activities to ensure the Coalition is effectively meeting programs outcomes, per Coalition plan.
• Make recommendations for process improvements to ensure efficient management of Quality Improvement of child care
provider services.
• Assists with the development of procedures, as it pertains to compliance with Florida Statutes. Assists with the
implementation of the School Readiness Plan adopted by the Board of Directors for the Coalition and approved by the
Office of Early Learning, including providing requested information to the Office of Early Learning, as directed by the
COO.
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Qualifications:
• Supervisory experience in managing and directing a team of three or more people.
• Responsible to maintain certifications and trainings, as pertain to Coalition and OEL.
• Strong delegation and follow through skills.

• Ability to organize, coordinate projects, set priorities, meet deadlines and follow-up on own and subordinates
assignments with little or no supervision.
• Proven ability to meet deadlines and manage time effectively.
• Ability to lead collaboratively work and foster teamwork amongst cross-functional teams.
• Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records,
designing forms, and other office procedures and terminology.
• Ability to effectively communicate sensitive information and exercise sound judgment.
• Knowledge of customer service techniques.
• Ability to work and communicate with people from various multi-cultural backgrounds and socioeconomic levels.
• Ability to solve the problem and deal with a variety of variables.
• Demonstrate knowledge of accounting and budgeting practices of Florida state standards and requirements.
• Proficiency in the operation and use of personal computers and computer software applications (Microsoft Office Suite).
Ability to navigate the internet. Knowledge of state database system is a benefit.
Education and Experience Requirements:
• Bachelor’s Degree required, in Early Childhood Education, Child Growth, and Development, Social Work, Case
Management, Administration or equivalent field. Master’s Degree preferred. A minimum of three (3) years work
experience working in direct early childhood or equivalent. The alternative, of the combination of education or
documented continuing education, and experience sufficient to successfully perform the essential duties of the job as
listed above.
• Preferred knowledge in infant and toddler development, experience with child care or other early care settings.
• Preferred knowledge and expertise in the areas of:
o

Developmentally appropriate practices in early childhood education.

o
o

Teacher training and curriculum development and implementation.
OEL approved school readiness curriculum.

o

Certifications and Training as follow:
 DOE - How to Administer the Florida VPK Assessment Train-The-Trainer



DOE - VPK Assessment Instructional Implications Train-the-Trainer
DOE - Integrating the Standards: Phonological Awareness Train-The-Trainer




DOE - Standards For Four Year-Olds Train-The-Trainer
CLASS Infant Train-The-Trainer




CLASS Toddler Train-The-Trainer
CLASS Pre-K Train-The-Trainer




CLASS observer Pre-K
CLASS observer Toddler




CLASS observer Infant
Making the Most of Classroom Interaction-MMCI



Teaching Strategies Gold (TSG Assessment)
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o

Preparation of lesson plans and teaching materials.

o

Evaluation and assessment of both young children and adults.

o

Analysis of the assessment results and development of individualized education plans (IEP’s).

o

Experience designing and implementing training activities and materials.

• Knowledge of principles and practices of quality infant care.
• Knowledge of DCF licensing standards.
• Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a positive
asset for this position.
• Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and able to
work independently with minimal supervision.
• Must have the capacity to manage stress appropriately and manage multiple tasks and priorities.
• Must obtain a cleared “level 2” background and drug screening.
• Should be familiar with the child care community in Seminole County.
• Must be willing to travel within and out of Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when owned
vehicle would be used for traveling.
Professional Conduct:
• Responsible for managing and investigate any suspected fraud, misrepresentation, any irregularity and suspected
irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K, Providers,
Contractors and any other parties with a business relationship, direct or indirect, with the Coalition.
• Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.
• Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child or a
vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800-962-2873.
• Adhere to the policies and procedures of the Coalition while maintaining high levels of confidentiality and discretion.
• Attend work consistently, and punctual according to Coalition policy.
• Adhere to dress code.
• Contribute positively to the work environment by supporting new ideas and change when applicable.
• Represent the Coalition professionally at all times.
• Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
• Work cooperatively with both internal and external stakeholders at all time.
• Interpret and effectively communicate Coalition policies verbally and in writing.
• Ensure that all information of a confidential nature is held in a secure and confidential method.
• Complete all reports in a timely and comprehensive manner as required.
• Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
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The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Quality Improvement Department)
Position:
Reports to:

Child Development Specialist
Director of Quality Improvement

Grade Level:
Wage & Hour Status:

TBD
Non-Exempt, Full-Time

Minimum Salary Range:
TBD
Purpose: Under the supervision of the Director of Quality Improvement of the Early Learning Coalition of Seminole (Coalition),
the Child Development Specialist is primarily responsible for conducting and coordinating developmental
screenings and assessments of children in the School Readiness program as well as providing training and technical
assistance for child care providers. Serves as a liaison with families and providers to access community resources
and supports comprehensive early intervention services with the desired outcome of children with disabilities
remaining in inclusive quality childcare environments in compliance with the Coalition’s policies and procedures as
required by the Coalition Grant Agreement with Office of Early Learning and other funding entities. Child
Development Specialist service functions are performed in person, secured email, letters, telephone and Florida’s
Office of Early Learning Coalition Services Portal.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along with
a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
• Responsible for all referral and the development of processes once initial contact has been made with the Quality
Improvement Department.
o Makes appointment with centers/providers to observe, consult, discuss.
o
o

Gathers all information and advises of observation outcome to providers and parents.
Schedules referrals for progress follow up and additional concerns.

• Prepare quarterly Inclusion activity log and narrative report for submission to the Inclusion network to include number of
technical assistance provided, number of referrals addressed, number of trainings provided.
• Responsible to maintain and report statistical data.
• Manages Coalition “Warm Line”
• Work in collaboration with designated staff to provide all ASQ-3 results to parents and providers within 60 days of
completion.
• Conduct family and provider consultations, and orientation supporting applications, processing enrollments and
reimbursement approval for VPKSIS.
• Observe and provide consultation, strategies and ideas to parents and providers as to the best practices and techniques
to improve the environment for a special needs child that support learning success.
• Contribute to newsletters, information articles, etc., as requested.
• Actively engage parents in conversations related to child development.
• Work in collaboration with designated staff to communicate with child care providers to ensure annual screening and
rescreening, as applicable, of all eligible children in School Readiness programs is completed (ASQ-3).
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• Work in collaboration with designated staff to ensure that all School Readiness (SR) children (birth through kindergarten
eligibility) have an ASQ-3 completed annually and upon enrollment to the SR program.
• Work in collaboration with designated staff to ensure the screening and assessment data is accurately entered into the
appropriate database.
• For children who score below their developmental level on the identified screening instrument, design an individualized
learning plan (ILP). Follow up with child care providers on status / implementation of individualized learning plan. Provide
technical assistance as needed.
• Refer children to other outside agency for further services if warranted. Follow up on status of referrals as required in
Coalition policy.
• Communicate with child care providers about needed follow up screenings or assessments for children scoring below
developmental norms at the time of initial enrollment into School Readiness services.
• Maintain required documentation for children receiving follow up developmental screening or assessment services along
with properly completed and scored tools.
• Promote community awareness of the need for and benefits of inclusion, including access to the warm line.
• Identifies community needs and resources related to the inclusion of children with disabilities and special health care
needs.
• Provide consultation and on-site technical assistance to programs to create inclusive environments through
environmental and program design, accommodations, adaptations and quality enhancement.
• Participate in decision making regarding Coalition policies and procedures related to inclusion services, special needs
rates for providers and eligibility of special needs children.
• Analyze training needs in the community related to inclusion services. Works collaboratively with the Director of Quality
Improvement to develop and implement strategies to meet identified training needs. A minimum of 1 (one) training per
quarter must be offered to early learning providers. Training or presentations shall include topics such as: child
screenings and assessments, curriculum, strategies, child development, health, environmental adaptations,
laws/regulations (e.g. ADA), accessing inclusion-related resources (e.g. Central Directory), and collaborating with
community partners.
• Conduct hearing and vision screening, as needed.
o Screen vision and hearing by using Coalition’s equipment, recording results, and reporting results provider and
parent.
o Vision and Hearing Screenings: Refer children for other outside agency for further services if warranted. Follow up
on the status of referrals as required in Coalition policy. Monitors and supports children who have been referred.
• Maintains accurate documentation, promptly, that meets program requirements and contractual obligations.
• Conducts regular file audits to ensure the information in the archive is complete and in full compliance and any other
requirements of funding sources, as needed.
• Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the evening and on
weekends, as needed.
Professional Conduct:
• Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any irregularity and
suspected irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K,
Providers, Contractors and any other parties with a business relationship, direct or indirect, with the Coalition.
• Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.

Child Development Specialist Job Description

2 of 3

www.seminoleearlylearning.org
• Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child or a
vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800-962-2873.
• Adhere to the policies and procedures of the Coalition and its Departments; maintain high levels of confidentiality and
discretion.
• Attend work consistently, and punctual according to Coalition policy.
• Adhere to dress code.
• Contribute positively to the work environment by supporting new ideas and change when applicable.
• Represent the Coalition professionally at all times.
• Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
• Work cooperatively with both internal and external stakeholders at all time.
• Interpret and effectively communicate Coalition policies verbally and in writing.
• Ensure that all information of a confidential nature is held in a secure and confidential method.
• Complete all reports in a timely and comprehensive manner as required.
• Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
Education and Experience Requirements:
• A minimum of three (3) years work experience working ith young children with disabilities and special health care needs
in a child care setting. Bachelor Degree in in Early Childhood Development, Special Education or closely related field or
an equivalent combination of education and experience sufficient to successfully perform the essential duties of the job
as listed above. Master Degree Plus.
• Knowledge of federal, state and local laws and regulations pertinent to children with disabilities needs.
• Knowledge of the Americans with Disabilities Act (ADA) and ability to communicate that knowledge to child care
personnel and the community.
• Knowledge of barriers to inclusion and how to assist individuals, child care programs in overcoming them.
• Knowledge of the principles, practices and techniques of early childhood development. Knowledge of the Florida Birth – 5
Performance Standards.
• Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a positive
asset for this position.
• Must have strong computer skills, including proficiency with Microsoft Office Suite. Knowledge of state database system
is a benefit.
• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
• Must obtain a cleared “level 2” background and drug screening.
• Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend hours
required.
• Must be willing to travel, if needed, within Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when owned
vehicle would be used for traveling. Should be familiar with the child care community in Seminole County.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
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and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Quality Improvement Department)
Position:
Reports to:

Infant/Toddler Quality Specialist
Director of Quality Improvement (DQI)

Grade Level:
Wage & Hour Status:

TBD
Non-Exempt, Full-Time

Minimum Salary Range:
TBD
Purpose:
The Infant/Toddler Quality Specialist of the Early Learning Coalition of Seminole (Coalition) is primarily
responsible for providing training, quality improvement support, assessment and monitoring services to School
Readiness and Voluntary Pre-Kindergarten (VPK) providers. To promote high quality early learning opportunities
for children in compliance with the Coalition’s policies and procedures as required by the Coalition Grant
Agreement with Office of Early Learning and other funding entities. Infant/Toddler Quality Specialist services
functions are performed in person, secured email, letters, telephone and Florida’s Office of Early Learning
Coalition Services Portal. This position will assist with outreach services to different populations to ensure
awareness of early education and care services for the children in Seminole County.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
•
Work collaboratively with other Quality Improvement Department staff and all other individuals providing technical
assistance and training to child care providers related to infants and toddler matters.
•
Develop plans based on approved, research based models to support the implementation of these projects through
technical assistance visits, writing site visit summaries and assessing progress towards meeting goals to improve the
quality and increase the availability of infant toddler child care services throughout the County.
•
Plan, implement and conduct providers training of developmentally appropriate early care and education for infant
and toddler research based best practices.
•
Quality Improvement: provide on-site consultation for TA, mentoring, and support using a Quality Improvement
Plan (QIP) with infant and toddler programs most in need:
o Assess program quality and identify strengths and areas for improvement.
o Work collaboratively with the program director and caregivers/teachers, as needed, to develop a written QIP.
o Provide on-site consultation and targeted training; classroom-focused mentoring; modeling; videotaping and
feedback; problem-solving; and print materials to reach goals and outcomes specified in the QIP.
•
Quality Enhancement: provide support to build programs’ capacity to improve and assure the continuing quality of
their services to infant and toddler:
o Provide training sessions in health and safety practices, the inclusion of children with disabilities, and early
literacy, series training to groups or clusters of centers and family care homes within County.
•
Foster partnerships with individuals that serve infants and toddlers and provide professional development.
•
Design, coordinate and monitor Provider Corrective Actions Plans (CAP) to improve services and comply with
contractual obligations.
•
Follow consistent processes and procedures for conducting onsite and desk audit monitoring of the School
Readiness and the VPK providers contracts.
•
Conduct Provider’s monitoring activities to ensure the Coalition is effectively meeting programs outcomes, per
Coalition plan.
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Discuss results that are below expected levels with child care providers and identify activities/strategies for the
provider to use to further child’s school readiness.
•
Make recommendations for process improvements to ensure efficient management of Quality Improvement of child
care provider services.
•
Contribute to the provider and family newsletters, information articles, as requested.
•
Provide telephone consultations with Providers and educate on the provider's programs requirements. OCA code
based on funder.
•
Assist with Coalition process by detecting and investigating possible acts of fraud, complaints, abuse of services
related to provider contractual obligations.
•
Assist with Coalition’s goals achievement from Quality Improvement Systems (PFP), ASQ Online, to Pre and Post
Child Assessments.
•
Assist with new contracted School Readiness and Voluntary Pre-Kindergarten (VPK) child care providers receive
appropriate provider orientation upon implementation of Provider’s Agreement and annually after that, as needed.
•
Assist the DQI with the design and coordination of Professional Development activities annually and after that with
ideas for innovative enhancements of new initiatives that will enhance Provider’s high-quality education services.
•
Accurately enter and retrieve information from the state database. Responsible for making history notes in state
database whenever speaking with, or having transactions with child care providers.
•
Conducts regular file audits to ensure the information in the archive is complete and in full compliance and any other
requirements of funding sources.
•
Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the evening
and on weekends, as needed.
•
Responsible to maintain certifications and trainings, as pertain to Coalition and OEL.
•
Stay abreast of new early childhood trends, and SR/VPK programs requirements trends.
•
Share with appropriate staff information/knowledge gathered at conferences and meetings.
•
Ability to organize, coordinate projects, set priorities, meet deadlines and follow-up on own assignments with little or
no supervision.
•
Collaboratively work and foster teamwork amongst cross-functional teams.
•
Ability to effectively communicate sensitive information and exercise sound judgment.
•
Ability to work and communicate with people from various multi-cultural backgrounds and socioeconomic levels.
•
Ability to solve the problem and deal with a variety of variables.
•
Proficiency in the operation and use of personal computers and computer software applications (Microsoft Office
Suite). Ability to navigate the internet. Knowledge of state database system is a benefit.
Education and Experience Requirements:
•
Bachelor’s Degree required, in Early Childhood Education, Child Growth, and Development, Social Work, Case
Management, Administration or equivalent field. Master’s Degree preferred. A minimum of three (3) years work
experience working in direct early childhood or equivalent. The alternative, of the combination of education or
documented continuing education, and experience sufficient to successfully perform the essential duties of the job as
listed above.
•
Expertise in infant and toddler development, experience with child care or other early care settings preferred.
•
Preferred knowledge and expertise in the areas of:
o Developmentally appropriate practices in early childhood education.
o Teacher training and curriculum development and implementation.
o OEL approved school readiness curriculum.
o Certifications and Training as follow:
 DOE - How to Administer the Florida VPK Assessment Train-The-Trainer
 DOE - VPK Assessment Instructional Implications Train-the-Trainer
•
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 DOE - Integrating the Standards: Phonological Awareness Train-The-Trainer
 DOE - Standards For Four Year-Olds Train-The-Trainer
 CLASS Infant Train-The-Trainer
 CLASS Toddler Train-The-Trainer
 CLASS Pre-K Train-The-Trainer
 CLASS observer Pre-K
 CLASS observer Toddler
 CLASS observer Infant
 Making the Most of Classroom Interaction-MMCI
 Teaching Strategies Gold (TSG Assessment)
o Preparation of lesson plans and teaching materials.
o Evaluation and assessment of both young children and adults.
o Analysis of the assessment results and development of individualized education plans (IEP’s).
o Experience designing and implementing training activities and materials.
•
Knowledge of principles and practices of quality infant care.
•
Knowledge of DCF licensing standards specific for infant toddler care.
•
Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a
positive asset for this position.
•
Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and able to
work independently with minimal supervision.
•
Must have the capacity to manage stress appropriately and manage multiple tasks and priorities.
•
Must obtain a cleared “level 2” background and drug screening.
•
Should be familiar with the child care community in Seminole County.
•
Must be willing to travel within and out of Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when
owned vehicle would be used for traveling.
Professional Conduct:
•
Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any
irregularity and suspected irregularity involving employees as well as families served through School
Readiness/Voluntary Pre-K, Providers, Contractors and any other parties with a business relationship, direct or
indirect, with the Coalition.
•
Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.
•
Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child
or a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800962-2873.
•
Adhere to the policies and procedures of the Coalition while maintaining high levels of confidentiality and discretion.
•
Attend work consistently, and punctual according to Coalition policy.
•
Adhere to dress code.
•
Contribute positively to the work environment by supporting new ideas and change when applicable.
•
Represent the Coalition professionally at all times.
•
Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
•
Work cooperatively with both internal and external stakeholders at all time.
•
Interpret and effectively communicate Coalition policies verbally and in writing.
•
Ensure that all information of a confidential nature is held in a secure and confidential method.
Infant/Toddler Quality Specialist Job Description

3 of 4

www.seminoleearlylearning.org
•
Complete all reports in a timely and comprehensive manner as required.
•
Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
(Quality Improvement Department)
Position:
Reports to:

Quality Specialist
Director of Quality Improvement (DQI)

Grade Level:
Wage & Hour Status:

TBD
Non-Exempt, Full-Time

Minimum Salary Range:
TBD
Purpose:
The Quality Specialist of the Early Learning Coalition of Seminole (Coalition) is primarily responsible for
providing training, quality improvement support, assessment and monitoring services to School Readiness and
Voluntary Pre-Kindergarten (VPK) providers. To promote high quality early learning opportunities for children in
compliance with the Coalition’s policies and procedures as required by the Coalition Grant Agreement with Office
of Early Learning and other funding entities. Quality Specialist services functions are performed in person,
secured email, letters, telephone and Florida’s Office of Early Learning Coalition Services Portal. This position
will assist with outreach services to different populations to ensure awareness of early education and care
services for the children in Seminole County.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by
management.)
Functions and responsibilities:
•
Work collaboratively with other Quality Improvement Department staff and all other individuals providing technical
assistance and training to child care provider matters.
•
Develop plans based on approved, research based models to support the implementation of these projects through
technical assistance visits, writing site visit summaries and assessing progress towards meeting goals to improve the
quality child care services throughout the County.
•
Plan, implement and conduct providers training of developmentally appropriate early care and education on research
based best practices.
•
Quality Improvement: provide on-site consultation for TA, mentoring, and support using a Quality Improvement
Plan (QIP) programs most in need:
o Assess program quality and identify strengths and areas for improvement.
o Work collaboratively with the program director and caregivers/teachers, as needed, to develop a written QIP.
o Provide on-site consultation and targeted training; classroom-focused mentoring; modeling; videotaping and
feedback; problem-solving; and print materials to reach goals and outcomes specified in the QIP.
•
Design, coordinate and monitor Provider Corrective Actions Plans (CAP) to improve services and comply with
contractual obligations.
•
Follow consistent processes and procedures for conducting onsite and desk audit monitoring of the School
Readiness and the VPK providers contracts.
•
Conduct Provider’s monitoring activities to ensure the Coalition is effectively meeting programs outcomes, per
Coalition plan.
•
Discuss results that are below expected levels with child care providers and identify activities/strategies for the
provider to use to further child’s school readiness.
•
Make recommendations for process improvements to ensure efficient management of Quality Improvement of child
care provider services.
•
Contribute to the provider and family newsletters, information articles, as requested.
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Provide telephone consultations with Providers and educate on the provider's programs requirements. OCA code
based on funder.
•
Assist with Coalition process by detecting and investigating possible acts of fraud, complaints, abuse of services
related to provider contractual obligations.
•
Assist with Coalition’s goals achievement from Quality Improvement Systems (PFP), ASQ Online, to Pre and Post
Child Assessments.
•
Assist with new contracted School Readiness and Voluntary Pre-Kindergarten (VPK) child care providers receive
appropriate provider orientation upon implementation of Provider’s Agreement and annually after that, as needed.
•
Assist the DQI with the design and coordination of Professional Development activities annually and after that with
ideas for innovative enhancements of new initiatives that will enhance Provider’s high-quality education services.
•
Accurately enter and retrieve information from the state database. Responsible for making history notes in state
database whenever speaking with, or having transactions with child care providers.
•
Conducts regular file audits to ensure the information in the archive is complete and in full compliance and any other
requirements of funding sources.
•
Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the evening
and on weekends, as needed.
•
Responsible to maintain certifications and trainings, as pertain to Coalition and OEL.
•
Stay abreast of new early childhood trends, and SR/VPK programs requirements trends.
•
Share with appropriate staff information/knowledge gathered at conferences and meetings
•
Ability to organize, coordinate projects, set priorities, meet deadlines and follow-up on own assignments with little or
no supervision.
•
Collaboratively work and foster teamwork amongst cross-functional teams.
•
Ability to effectively communicate sensitive information and exercise sound judgment.
•
Ability to work and communicate with people from various multi-cultural backgrounds and socioeconomic levels.
•
Ability to solve the problem and deal with a variety of variables.
•
Proficiency in the operation and use of personal computers and computer software applications (Microsoft Office
Suite). Ability to navigate the internet. Knowledge of state database system is a benefit.
Education and Experience Requirements:
•
Bachelor’s Degree required, in Early Childhood Education, Child Growth, and Development, Social Work, Case
Management, Administration or equivalent field. Master’s Degree preferred. A minimum of three (3) years work
experience working in direct early childhood or equivalent. The alternative, of the combination of education or
documented continuing education, and experience sufficient to successfully perform the essential duties of the job as
listed above.
•
Experience with child care or other early care settings preferred.
•
Preferred knowledge and expertise in the areas of:
o Developmentally appropriate practices in early childhood education.
o Teacher training and curriculum development and implementation.
o OEL approved school readiness curriculum.
o Certifications and Training as follow:
 DOE - How to Administer the Florida VPK Assessment Train-The-Trainer
 DOE - VPK Assessment Instructional Implications Train-the-Trainer
 DOE - Integrating the Standards: Phonological Awareness Train-The-Trainer
 DOE - Standards For Four Year-Olds Train-The-Trainer
 CLASS Infant Train-The-Trainer
 CLASS Toddler Train-The-Trainer
 CLASS Pre-K Train-The-Trainer
•
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 CLASS observer Pre-K
 CLASS observer Toddler
 CLASS observer Infant
 Making the Most of Classroom Interaction-MMCI
 Teaching Strategies Gold (TSG Assessment)
o Preparation of lesson plans and teaching materials.
o Evaluation and assessment of both young children and adults.
o Analysis of the assessment results and development of individualized education plans (IEP’s).
o Experience designing and implementing training activities and materials.
•
Knowledge of DCF licensing standards.
•
Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a
positive asset for this position.
•
Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and able to
work independently with minimal supervision.
•
Must have the capacity to manage stress appropriately and manage multiple tasks and priorities.
•
Must obtain a cleared “level 2” background and drug screening.
•
Should be familiar with the child care community in Seminole County.
•
Must be willing to travel within and out of Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when
owned vehicle would be used for traveling.
Professional Conduct:
•
Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any
irregularity and suspected irregularity involving employees as well as families served through School
Readiness/Voluntary Pre-K, Providers, Contractors and any other parties with a business relationship, direct or
indirect, with the Coalition.
•
Protect the confidentiality of child, family, and provider validating the information on records prior discussing any
information related to their files.
•
Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child
or a vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800962-2873.
•
Adhere to the policies and procedures of the Coalition while maintaining high levels of confidentiality and discretion.
•
Attend work consistently, and punctual according to Coalition policy.
•
Adhere to dress code.
•
Contribute positively to the work environment by supporting new ideas and change when applicable.
•
Represent the Coalition professionally at all times.
•
Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
•
Work cooperatively with both internal and external stakeholders at all time.
•
Interpret and effectively communicate Coalition policies verbally and in writing.
•
Ensure that all information of a confidential nature is held in a secure and confidential method.
•
Complete all reports in a timely and comprehensive manner as required.
•
Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
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The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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JOB DESCRIPTION
Position:
Grant/Communication Coordinator
Reports to:
Chief Operating Officer
Grade Level:
TBD
Wage & Hour Status:
Non-Exempt, Full-Time
Minimum Salary Range:
TBD
Purpose:
Under the supervision of the Chief Operating Officer of the Early Learning Coalition of Seminole (Coalition), the
Grant/Communication Coordinator will assist with the development, management, coordination and
implementation of communication and community outreach activities related to the programs and activities of the
Early Learning Coalition of Seminole. The Grant/Communication Coordinator is expected to have strong initiative,
the ability to make judgments and decisions independently, and knowledge of all regulations and policies that
govern departmental operation in compliance with the Coalition’s policies and procedures as required by the
Coalition Grant Agreement with Office of Early Learning and other funding entities. This position calls for
proficiency with software and databases, strong organizational skills, attention to detail, and capable writing skills.
This position will be expected to perform a variety of administrative support functions necessary for the
department’s day-to-day operations.
The successful candidate must possess exemplary interpersonal, customer service and organization skills along
with a professional demeanor.
(This job description may not be all-inclusive, and employees are expected to perform all other duties as assigned and
directed by management. Job descriptions and obligations may be modified when deemed appropriate by the
directorate.)
Functions and responsibilities:
• Coordinates special events and manages event planning; establishes meeting times, documents actions, delegating
assignments as needed, coordinates pooling of resources such as staff.
• Design, develop and execute website infrastructure, application, and navigation including redesigns and upgrades on the
website.
• Advise internal groups on all issues relating to the web site.
• Monitor website performance and micro sites, ensuring that all information is accurate and up-to-date, consult with IT
Administrator if any problems are found.
• Advice and support the management in the planning, developing and managing of communication activities such as public
involvement, community outreach, government relations, public relations and media relations
• Act as alternate spokesperson for all language print and electronic media.
• Distribute relevant information and news releases to media and stakeholders.
• Designs all collateral and promotional materials, including flyers, posters, press releases, public service announcements,
charts, graphs, illustrations, info graphics, direct mail, ads, postcards, newsletters, invitations, tags, bookplates and other
artwork.
• Work closely with designer to maximize visual impact of copy concepts and campaigns.
• Manages photography duties for special events as needed. Maintains photo archive and recommends policies for
distribution to media and staff.
• Determine size and arrangement of illustrative material and copy, and select style and size of the type according to ELC
brand standards.
• Confer with staff to discuss and determine layout design of internal and external communications.
• Review final layouts and suggest improvements as needed and assemble final layouts to prepare for printing.
• Develop concepts and design for plaques and awards. Fabricate items as needed.
• Manage and maintain graphic files, including ELC logos, photos, and art, as well as partner logos.
Grant/Communication Coordinator Job Description

1 of 3

www.seminoleearlylearning.org
• Research a variety of topics such as but not limited to, early childhood issues, legislative sessions and developmental
issues.
• Conducts regular file audits to ensure the information in the archive is complete and in full compliance and any other
requirements of funding sources. For example, OEL Grant and other funder’s requirements related to the local website.
• Exercising individual judgment while dealing with potential or real troubles on own initiative and bringing them to Chief
Operating Officer’s attention.
• Perform project research as requested or required.
• Attend all meetings/in-service training, community outreach and Coalition sponsored events assist in the evening and on
weekends, as needed.
Computer Equipment and Software Requirements:
• Microsoft Office Suite (Word, Excel, Access, Visio, Publisher, PowerPoint and Outlook)
• Adobe Creative Suite (Acrobat Professional, Photoshop, In Design, Illustrator Dream Weaver)
• Familiarity with different graphics formats.
• Any other software as needed.
Professional Conduct:
• Responsible for reporting immediately to the management of any suspected fraud, misrepresentation, any irregularity and
suspected irregularity involving employees as well as families served through School Readiness/Voluntary Pre-K,
Providers, Contractors and any other parties with a business relationship, direct or indirect, with the Coalition.
• Protect the confidentiality of child, family, and provider validating the information on records prior discussing any information
related to their files.
• Responsible for reporting to the Florida Abuse Hotline when know or have reasonable cause to suspect that a child or a
vulnerable adult has been abused, abandoned, neglected, or exploited. By Telephone 1-800-96ABUSE - 800-962-2873.
• Adhere to the policies and procedures of the Coalition and its Departments; maintain high levels of confidentiality and
discretion.
• Attend work consistently, and punctual according to Coalition policy.
• Adhere to dress code.
• Contribute positively to the work environment by supporting new ideas and change when applicable.
• Represent the Coalition professionally at all times.
• Demonstrate high standards of integrity, accountability, and service as defined by the values of the Coalition.
• Work cooperatively with both internal and external stakeholders at all time.
• Interpret and effectively communicate Coalition policies verbally and in writing.
• Ensure that all information of a confidential nature is held in a secure and confidential method.
• Complete all reports in a timely and comprehensive manner as required.
• Ensure consistency and proper use of OCA codes for federal, state, coalition and others report.
Education and Experience Requirements:
• A minimum of three (3) years work experience working administrative experience in a fast passed environment setting.
Associates Degree or higher with concentrated study in communications, public administration, marketing or relevant area
preferred, or an equivalent combination of training, education and experience sufficient to successfully perform the
essential duties of the job as listed above.
• Knowledge of desktop publishing programs and production process is highly desirable.
• Excellent written and interpersonal communication skills. Ability to speak, interpret and translate Spanish is a positive asset
for this position.
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• Must have a desire to advance professional skills continually, exhibit strong work ethic, ability to prioritize and able to work
independently with minimal supervision.
• Must have strong computer skills, including proficiency with Microsoft Office Suite. Knowledge of state database system is
a benefit.
• Must have the ability to manage stress appropriately and manage multiple tasks and priorities.
• Must obtain a cleared “level 2” background and drug screening.
• Should be familiar with the child care community in Seminole County.
• Ability to work flexible hours to ensure project and deadline completion, with occasional evening and weekend hours
required.
• Must be willing to travel, if needed, within Seminole County to perform required tasks and provide own reliable
transportation. Must have a valid Florida Driver’s License, a good driving record, and automobile insurance when owned
vehicle would be used for traveling.
Essential Physical Requirements:
While performing duties of this job the employee is regularly required to sit for prolonged periods of time; talk; hear; use hands
and fingers to operate a computer, telephone, and other office equipment; reach with hands and arms; and stoop, kneel or
crouch. Also, the employee will occasionally lift and move up to 25 lbs. Specific vision abilities required by this job include vision
and capacity to adjust focus.
The noise level in the office is usually quiet. The physical demands and work environment described is representative of those
that must be met by an employee successfully to perform the essential functions of this job. Reasonable accommodations may
be made to enable individuals with disabilities to perform the essential duties of this job.
THIS JOB DESCRIPTION in no way states or implies that these are the only job duties to be carried out by the
employee incumbent in this position. The employee will be required to follow any other job-related instructions and
perform any other job-related duties requested by any person authorized to give instructions or assignments.
This description has excluded the marginal functions of the position that are incidental to the performance of fundamental job
duties. All duties, responsibilities, and requirements are essential to the job. Job functions and requirements are subject to
possible modification to accommodate individuals with disabilities reasonable. To perform this job successfully, the incumbent
will possess the skills, aptitudes, and abilities to perform each duty proficiently.
This document does not create an employment contract, implied or otherwise, other than an “at-will” employment relationship.
I have reviewed and received a copy of this job description and acknowledge I have had the opportunity to ask for additional
clarification from my direct supervisor or by any person authorized to give instructions or assignments.
Employee Signature:
Employee Printed Name:
Date:
Supervisor Name:
Supervisor Title:
Date:
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