
	[image: ]
	  University of Delaware

	
	       Position Description

	
Position Title:  Assistant Director, Child Development* 
	
Date Prepared:  4/14/2015


	
Department: UD Early Learning Center
	
Incumbent:  Kelly Freel

	
College/Admin Office:  CHEP
	
Prepared by:  Jane Graci

	
Location:   Wilmington
	
Approvals:  Peg Bradley
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Title of Supervisor:  Associate Director
	


	
Grade:   29E
	
Position Number: 10004728



CONTEXT OF THE JOB:
The ELC Wilmington serves as a model of quality early care and education in an urban setting to support the academic and research programs of UD students and faculty. The Center serves 30 children ages six-weeks to three-years and their families, 100°/o of whom live in poverty. The primary responsibility of the Assistant Director for the Early Learning Center- Wilmington is the supervision and oversight of the day to day operations at the Center which includes opening and closing the Center, providing support for children with challenging behavior across the building, ensuring staff coverage at all times in all areas of the program, responding to parent inquiries whenever they arise and supporting UD students in clinical placements within the program as well as faculty who conduct research at the Center. This position must also ensure that the Center complies with multiple sets of regulations and standards which include; the DE Office of Child Care Licensing Regulations, Early Head Start Performance Standards, DE Stars Quality Rating System and the Accreditation Standards established by the National Association for the Education of Young Children.

Under the general direction of the Associate Director, the Assistant Director for the Early Learning Center- Wilmington is the direct supervisor for 9 full-time staff and multiple miscellaneous wage employees who serve as substitutes to provide coverage 10 hours per day in 4 classrooms.

MAJOR RESPONSIBILITIES:
· Responsible for the operational management of the Early Learning Center- Wilmington location which includes opening and closing the Center, providing support for children with challenging behavior across the building as well as supervision of assigned staff and multiple miscellaneous wage employees who serve as substitutes to provide coverage 10 hours per day in 4 classrooms. 
· Manages the recruitment, training and retention of staff at the Center and serves as a supportive coach to the teachers and their assistants by modeling appropriate teaching and behavioral strategies in the classroom. 
· Provides constructive feedback on lesson plans to ensure that the program provides a daily schedule that includes activities which engage children through play in order to help them develop essential cognitive, language, literacy, social and motor skills. 
· Serves as a mentor for the staff in the art of reflective practice and continual improvement and plans and implements professional development activities.
· Guides the on-going development of two multi-age classrooms that serve children from six-weeks to three­ years of age as well as two same-age classrooms (one infant classroom and one older toddler classroom) in which the children and staff stay together for three years to provide maximum continuity of care. The Center operates in partnership with the Southbridge Neighborhood House and the New Directions Early Head Start Program. 
· Attends monthly meetings with each of those partner groups and negotiates positive outcomes with each group on multiple challenging issues, works closely with the New Directions Early Head.  Serves as a liaison between the University and the Southbridge community.
· Collaborates with the Center staff and therapists from multiple agencies to plan and implement accommodations to meet the needs of these children; establish relationships with OT, Speech and Mental Health Support Therapists from Easter Seals and the Nemours Institute; acts as an advocate for children with special needs in partnership with their families; develops academic and behavioral plans for children based on consultation with therapists, classroom teachers and NDEHS staff, and will participate actively in the IFSP process for these children.
· The center serves as a clinical placement site for University of Delaware students as well as a research site for faculty. Serves as a liaison between the Center and the UD students and faculty. Maintains existing relationship between students and faculty as well as promoting and fostering new relationships and opportunities for collaboration and research between the center and the University.
· Perform periodic cost and productivity reviews, plan, develop and implement strategies for generating resources and/or revenue for the program.
· Assists in enrollment of families in the center, maintain the non-financial side of the  ProCare database, and is the primary financial contact for families enrolled in the Center.
· Performs other job-related duties as assigned.

QUALIFICATIONS:
· Bachelor's degree (Master's preferred) in early childhood education or related discipline and four years of progressively responsible job-related experience. 
· Experience in supervision as well as program management and delivery of services to children and their families. 
· Ability to provide a supportive and caring environment for children and knowledge of developmentally appropriate practices, particularly as they relate to children in designated age group. 
· Effective written and verbal communication skills and the ability to work collaboratively with individuals from diverse ethnic and socioeconomic backgrounds. 
· Must be flexible and willing to work in a research setting that includes pre-service experience for undergraduates and graduates from various fields of study. 
· Community relations skills; ability to analyze and solve problems.
· Ability to foster a cooperative work environment; use independent judgment as well as manage and impart information to a range of clientele and sources. 
· Ability manage resources and to analyze budgetary expenditures for compliance with an approved budget.  Skill in directing and enforcing policies and procedures.  Knowledge of strategic planning.
· Intermediate computer skills (word processing, database and spreadsheet preparation skills).    Strong interpersonal and communication skills are required and the ability to work with a wide range of children, families, and staff from a diverse community. 
· Marketing experience: experience training adults; familiarity
· Current CPR, First Aid Training and OCCL Certification to give Medication required.  

Special Requirements:  Requires successful completion of criminal background check, child protection and adult abuse registry checks, health examination and TB test.  While performing the duties of this job, the employee may need to lift and/or move up to 25 pounds with or without assistance.

Familiarity and compliance with applicable local, state, and federal regulations including Delacare; CACFP; Experience with achieving NAEYC accreditation; research and/or multi-site management preferred.
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