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Associate Director Child Development – Preschool/School Age

Deadline: Position will remain open until filled
Pay Grade: 30E
 
CONTEXT OF THE JOB:  Under the limited direction of the Director, Early Learning Center (ELC), the Associate Director oversees and directs the program for eight Preschool and four School Age classrooms. This includes: curriculum planning; facility management; staff supervision and evaluation; budget monitoring; and policy development. The Associate Director also participates in achieving and maintaining national accreditation and state licensure; writing proposals; planning and oversight of expansion projects and new programs; coordination of undergraduate and graduate field placements and outreach to faculty. Responsibilities include serving as liaison and supporting collaborative efforts between ELC, children and their families; researchers; pre-service undergraduates and graduates; faculty and community members who work or volunteer with children and their families.
 MAJOR RESPONSIBILITIES:
· Responsible for the operational management of the Preschool and School Age programs at the  Early Learning Center- Newark location including the shared duty of  opening and closing the Center and providing support for children with challenging behavior across the building.
· Responsible for the continuous quality and improvement of program curriculum and child assessment to ensure evidence based best practice for Early Care and Education programs across both programs.
· Responsible for the direct supervision of the Assistant Director – School Age, Schedule, eight ELC-Newark Teachers, eight ELC-Newark Classroom Assistants and the indirect supervision of one School Age Teacher, one Classroom Assistant - Float and 30-40 miscellaneous wage substitutes. Prepares and conducts the performance appraisals for all direct reports, reviews performance appraisals for all indirect reports.
·  Manages the recruitment, training and retention of the Preschool and School-Age staff at the ELC-Newark and serves as a supportive coach to the teachers and their assistants by modeling appropriate teaching and behavioral strategies in the classroom, provides professional guidance in work expectations, support and model the importance of teamwork.
· Identify grants or foundations for supplemental funding for the preschool and school age programs. In coordination with the Business Administrator prepares and submits grant proposals.
· 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.
· Serves as a liaison between teachers, parents, elementary schools and the University community.
· Conducts tours for potential ELC clients, community contacts and university personnel. Represents the ELC at university classes or meetings as well as to state agencies and the community at large.
· Collaborates with the Center staff and therapists from multiple agencies to plan and implement accommodations to meet the needs of children; establish relationships with OT, Speech and Mental Health Support Therapists; 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 will participate actively in the IEP process for these children.
· Serves as a liaison between the Centers 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.
· Serves as an ambassador for the ELC by providing tours for prospective families, conducting orientations to the ELCs for UD and DelTech undergrads.
· Collaborates with the unit Business Administrator to monitor annual budgets for the preschool, school age and camp programs.
· Maintain adult/child ratios, group size, and appropriate records for licensing purposes. Act as team leader in achieving and maintaining National Association for the Education of Young Children (NAEYC) accreditation status. Comply with all local, state, and federal laws, codes and regulations, including Delaware Department of Education Child & Adult Care Food Program guidelines, Delaware Department of Public Health Food Code and Delacare licensing requirements. Conduct regular health and safety checks. Take necessary actions to maintain facility.
· Coordinates with the Business Administrator in enrollment of families in the center in the Preschool and School Age programs.
· Monitors the Preschool budget and oversees the School Age and Camp budget monitoring
· Performs other job-related duties as assigned.
· Comply with ELC Departmental Policies.
QUALIFICATIONS:
1. Master's degree required (or currently working towards attaining a Master’s degree) in early childhood education or related discipline and four years of progressively responsible job-related experience.
1. Experience in supervision as well as program management and delivery of services to children and their families.
1. 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.
1. Effective written and verbal communication skills and the ability to work collaboratively with individuals from diverse ethnic and socioeconomic backgrounds.
1. 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.
1. Community relations skills; ability to analyze and solve problems.
1. Ability to foster a cooperative work environment; use independent judgment as well as manage and impart information to a range of clientele and sources.
1. Ability to develop financial plans and 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.
1. 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.
1. Marketing experience: experience training adults
1. Current CPR, First Aid Training and OCCL Certification to give Medication required. 
1.  
 
Special Requirements:  
1. 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 40 pounds with or without assistance.
1. 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.


