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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Executive/Head Start Director 
 
PERFORMANCE 
PROFILE SOURCE:  Senior Staff Management Team 
 
DEPARTMENT:  Executive 
 
REPORTS TO:  Board of Directors 
 
   X     Exempt      Non-Exempt 

 
PRIMARY FUNCTION 
 
In accordance with the elements of competence established for Head Start and Early Head 
Start Executives, the Executive Director is responsible for managing the strategic planning and 
operation of the program, in support of organizational mission and goals.  Collaborates with the 
Board of Directors and Parent Policy Council in developing organizational goals; attaining/ 
allocating resources and establishing policies.  Provides director to staff in carrying out the key 
roles assigned to them. 
 
KEY ROLES 
 
Leadership 

 
1. Ensure the effective operation and delivery of programs and services within the Head Start 

classroom and community. 
 

 Support the organizationôs mission and principles 

 Maintain an environment that facilitates the achievement of Head Start and Early Head 
Start program outcomes 

 Ensure programs, activities and services that support the Head Start and Early Head 
Start programs are within Performance Standards of the ACF 

 Establish and monitor adherence to policies and procedures 

 Provide professional guidance to the Board of Directors and the Parent Policy Council 
 

Strategic Planning 
 
1. Implement a strategic planning process that results in the development and implementation 

of a quality strategic plan. 
 
2. Identify and evaluate opportunities for improvement and implement plans for improvements. 
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Board Development 

 
1. Identify, recruit and develop effective Board members as identified in the By-Laws of the 

agency. 
 

2. Ensure active participation by Board members and support effective Board relations and 
functioning.  Ensure Board committees are provided with the information and support 
necessary to fulfill their objectives. 

 
Resource Development 
 

1. Coordinate with the Comptroller in the development of an annual budget for all Head Start 
and Early Head Start programs and services. 
 

2. Develop strategic plans to generate revenues through a variety of funding sources.  Identify, 
cultivate and solicit donors.  Oversee planning and implementation of special events. 
 

3. Provide guidance to the Board of Directors, Parent Policy Council and other groups 
performing resource development functions. 

 
Resource Management 
 
1. Implement administrative and operational systems to support effective operations of the 

Head Start and Early Head Start programs. 
 

2. Ensure productive and effective staff performance, providing guidance, feedback and 
opportunities for professional development. 

 
Technology 
 
1. Develop and implement plans for updating existing technology and resources. 
 

 Develop a web site that is pro-active for the organization 

 Ensure that staff have up-to-date computers to work on 

 Ensure the maintenance of all technology and information management systems 
 

Partnership Development 
 
1. Develop strategic alliances with community leaders and local officials.  Develop collaborative 

partnerships with other family and youth serving organizations, parents, families, supporters, 
civic clubs, businesses and corporations. 

 
Marketing and Public Relations 
 
1. Increase visibility of Head Start programs and services and maintain good public relations. 

 
ADDITIONAL RESPONSIBILITIES: 
 
1. Serves as Chief Executive Officer of Kids Central. 
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2. Effectively manages the day-to-day operations of the agency. 
 
3. Assumes responsibility for recommending and enforcing agency policies and procedures as 

approved by the Board of Directors and the Parent Policy Council. 
 
4. Organizes, coordinates, and assists in defining and articulating the vision, mission and 

direction of the agency in collaboration with the Board of Directors, Parent Policy Council, 
staff and the community. 

 
5. Facilitates long-term and short-range planning throughout the agency. 
 
6. Works to achieve agency goals and objectives by providing ongoing support to staff through 

the utilization of effective conflict resolution, team-building and motivational techniques. 
 
7. Assists in the development, review and implementation of policies and procedures in 

concert with appropriate staff, Board of Directors, and Parent Policy Council. 
 
8. Interprets and ensures compliance with all contractual agreements; federal and state laws, 

statutes, regulations and standards; operating policies and any other regulations applicable 
to the agency. 

 
9. Recruits, hires, develops, motivates and supports staff using clearly articulated goals, 

performance objectives and fair evaluation procedures in accordance with state and federal 
law and agency personnel policies and procedures. 

 
10. Ensures open, precise and effective communication among and between the Board of 

Directors, Parent Policy Council, staff, parents and the community. 
 
11. Assumes responsibility for the implementation of effective internal controls that adequately 

safeguard federal, state and local funds. 
 
12. Facilitates the development of grant refunding applications in collaboration with the Board of 

Directors, Parent Policy Council and staff; seeks new funding streams and resources to 
support agency programs. 

 
13. Monitors the administration and management of facilities, materials and equipment. 
 
14. Coordinates and supervises the work of senior administrators and executive support staff. 
 
15. Attends and assists in organizing all meetings of the Board of Directors. 
 
16. Takes affirmative steps to establish ongoing collaborative relationships with community 

organizations to promote the access of children and families to services that are responsive 
to their needs.  Coordinates Head Start and Early Head Start services with other sponsored 
programs in the community for full utilization of resources and services. 

 
17. Promotes the continuing and meaningful involvement of parents in all aspects of the Head 

Start program; ensures the provision of education and training for parents as required by the 
Head Start performance standards. 
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18. Develops a proactive public relations program to ensure positive reception of the Head Start 
program in the communities serves. 
 

19. Assumes responsibility for personal professional growth and development. 
 

20. Cooperates successfully as a member of the team. 
 

21. Communicates effectively with others, giving and receiving feedback on the quality of 
services. 

 
22. Responsible for the eligibility, recruitment, selection, enrollment and attendance for all 

children and families eligible for Head Start/Early Head Start services. 
 

23. Responsible for obtaining non-federal share contributions. 
 

24. Maintains confidentiality of all program-related information. 
 

25. Demonstrates working knowledge of Head Start goals and philosophy. 
 

26. Plans and assists with annual budgeting and prepare monthly purchase requisitions in 
coordination with the Comptroller. 

 
27. Performs such other tasks and assumes such other responsibilities as requested by the 

Board of Directors. 
 

RESPONSIBILITIES: 
 

Internal:  Maintains close contact with the Board of Directors, Parent Policy Council, staff , 
parents, volunteers and the community. 
 
External:  Maintains contact with potential and current donors, external community groups, 
parents, school officials, and others as required. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelorôs degree from an accredited college or university in Human Services, Education, or 
Administration.  A Masterôs degree is preferred. 

 

 A minimum of five years work experience in non-profit agency operations management and 
supervision, or an equivalent combination of experience and education. 

 

 Working knowledge of community agencies and Head Start performance standards. 
 

 Understands social and economic background and development needs of children and 
families. 

 

 Demonstrated ability to organize, direct and coordinate operations in personnel supervision, 
facilities management, communications, and budget management.   
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 Strong communication skills, both verbal and written. 

 

 Ability to manage multiple tasks and to develop solutions to problems with limited 
supervision. 

 

 Ability to establish and maintain effective working relationships with staff, subordinates, 
Board members, community groups, and other related agencies and people. 

 

 Endorses the Head Start philosophy with the ability to implement its principle or shared 
authority and decision making. 

 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station and other standard requirements.   All duties of 
this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER:  The information presented indicates the general nature and level of work 

expected of employees in this classification.  It is not designed to contain nor to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:  _____________________________________ Date:  ________________ 
    Incumbent 
 
 
Approved by:  ___________________________________ Date:  ________________ 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Executive Director 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 10 pounds 
 2.  Carrying   Up to 10 pounds 
 3.  Pushing/Pulling   Up to 10 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head    X  

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

 
 

 

2. Outside Work    X  

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   X  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   X  

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

 b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Comptroller 
PERFORMANCE 
PROFILE SOURCE:  Senior Staff  

 
DEPARTMENT:  Executive 
 
REPORTS TO:  Executive Director 

 
   X     Exempt       Non-Exempt 

 
PRIMARY FUNCTION 
 

In accordance with the elements of competence established for Head Start and Early Head 
Start accounting personnel, the Comptroller will manage all financial functions including:  
accounting, payroll, financial operations, personnel, employee benefits, insurance coverage, 
legal requirements and donor (in-kind reports).  The Comptroller will also process and record all 
assigned financial transactions (payables and/or receivables) in the general ledger.  Compile 
regular reports to monitor adherence to budget targets and prepare regular financial statements 
for senior management, Policy Council and Board of Directors as well as all government/ 
regulatory agencies.  The Comptroller will prepare tax filings and coordinate the annual audit 
activities with external auditors. 
 
KEY ROLES 
 
Leadership 

 
1. Establish and implement policies and procedures for all financial management function, 

ensuring appropriate controls and compliance with generally accepted accounting practices. 
 
2. Compiles regular financial reports to support management level decision making regarding 
Kids Centralôs fiscal health. 

 
Strategic Planning 
 
1. Collaborate with the Executive Director, Parent Council, and Board of Directors to develop 

annual income and expense budget.  Provide timely and complete reporting of financial 
results and recommendations for necessary actions to maintain the fiscal health of Kids 
Central. 

 
2. Oversee the process for identifying and evaluating opportunities for improved financial 

operation, recordkeeping and reporting, working with external auditors to prepare and 
review audit schedules and annual report of audit findings. 
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Resource Development 
 
1. Seek and secure financial support and resources by managing: 

 
a. The preparation of the annual request for Head Start and Early Head Start funds. 

 
b. All assets and investments of Kids Central including real property, equities, bonds and 

other assets. 
 

Resource Management 
 

1. Lead organizational planning and development of operating and fund account budgets and 
control expenditures against budget. 
 

2. Ensure the maintenance of financial records and recordkeeping systems to ensure 
compliance with all regulations, generally accepted accounting practices and contractual 
requirements. 

 
3. Ensure a productive work environment within the finance and accounting function. 

 
4. Ensure the maintenance of accurate and timely financial records by entering processing and 

reconciling transactions in accordance with established procedures and formats. 
 

5. Implement day-to-day accounting activities processing all financial transactions and reports 
through administrative systems, consistent with Kids Central policies and procedures. 
 

Partnership Development 
 
1. Develop collaborative partnerships with Kids Central staff, consultants, auditors, vendors 

and service providers to establish and maintain professional links. 
 
ADDITIONAL RESPONSIBILITIES: 
 
1. Responsible for management and administration of all employee benefits programs. 
 
2.  Responsible for maintenance of all personnel and payroll records. 
 
3. Responsible for training staff in proper procedures regarding cash receipts, accounts                  

payable, accounts receivable, and budgeting as needed or requested. 
 
4. Responsible for the Human Resources office of KCI. 
 
5. Responsible for the purchasing of equipment and supplies for KCI. 
 
6. Attends meeting of Senior Staff, Policy Council, Board of Directors and other committees in 

an advisory role, as requested. 
 
7. Plans, organizes, and directs the program workload and activities of the financial section as 

it relates to performance standards and other governmental guidelines. 
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8. Coordinates and consults in developing or selecting, administering, interpreting, and       
reporting the financial program and procedures. 

 
9. Prepares and implements internal operating policy procedures and ensures compliance with 

all record keeping requirements. 
 
10. Coordinates supervision and evaluation of the Human Services Officer and the          

Procurement Bookkeeper. 
 
11. Conducts staff meetings at a regular interval with all staff. 
 
12. Prepares the Head Start and Early Head Start grant applications. 
 
13. Reports to governing bodies on related activities of the position. 
 
14. Responsible for policies and procedures related to finance. 
 
15. Keeps other program staff apprised of financial issues. 
 
16. Responsible for non-federal share contributions (in-kind) documentation. 
 
17. Maintains confidentiality of all program-related information. 
 
18. Demonstrates working knowledge of overall Head Start goals and philosophy. 
 
19. Interprets and enforces the policies and procedures regulations applicable to the job          

component. 
 
20. Attends training and conferences as directed.  Assumes responsibility for professional    

growth and development and serves as a representative for the agency. 
 
21. Performs such other tasks and assumes such other responsibilities as requested by the                  

Executive Director, Policy Council or the Board of Directors. 
 
RELATIONSHIPS: 
 
Internal:  Maintains contact with the Board of Directors, Parent Policy Council, staff, parents, 
volunteers and the community to provide technical assistance in matters of financial operations. 
The Comptroller interacts regularly with Executive Director, Policy Council and the Board of 
Directors to develop fiscal policies and budgets, and to present regular reports in an advisory 
capacity. 
 
External:  Maintains contact with external auditors, vendors, insurance carriers, benefit 
providers, and other groups to maintain effective accounting operations, manage costs, share 
information and resolve problems. 
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SKILLS/KNOWLEDGE REQUIRED: 

 
 Bachelorôs degree from an accredited college or university in accounting, finance, or      

business administration.  A Masterôs degree is preferred. 
 

 A minimum of three (3) years work progressively responsible work experience                 
managing the accounting function in a non-profit agency, or equivalent experience. 

 

 Thorough knowledge of budgeting and accounting practices, processes and procedures of 
non-profit organizations. 

 

 Demonstrated ability to organize, direct and coordinate operations; in personnel     
supervision; the recruitment and retention of key personnel; and budget management. 

 

 Strong communication skills, both verbal and written. 
 

 Strong organization and analytical skills. 
 

 Ability to manage multiple tasks and to develop solutions to problems with limited     
supervision. 

 

 Ability to establish and maintain effective working relationships with staff, subordinates, 
Board members, Policy Council members, community groups, and other related agencies 
and people. 

 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 

travel, light lifting, work on a computer station, and other standard requirements.  All duties of 
this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, nor to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
Signed by:________________________________________________  Date:_____________ 
      Incumbent 
 
Approved by:______________________________________________  Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Comptroller 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 10 pounds 
 2.  Carrying   Up to 10 pounds 
 3.  Pushing/Pulling   Up to 10 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
 

 
X 

 

2. Outside Work    X  

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   X  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   X  

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work X Necessary  Not Necessary Numbers on 
page 

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

 b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Educational Services Director 
 
PERFORMANCE 
PROFILE SOURCE:  Senior Staff  
 
DEPARTMENT:  Executive 
 
REPORTS TO:  Executive Director 
 
   X     Exempt      Non-Exempt 

 
PRIMARY FUNCTION: 

 
The Educational Services Director is responsible for the development implementation and 
ongoing evaluation of the Head Start and Early Head Start education programs of Kids Central.  
As an integral part of that responsibility, the Educational Service Director will plan, coordinate 
and supervise teacher in-service (professional) development, agency-assisted training, and the 
agency volunteer program to ensure teacher competence and to promote teacher excellence.  
Furthermore, the Educational Services Director will provide to the Executive Director, the Policy 
Council, and the Board of Directors appropriate and meaningful assessment of the effectiveness 
of the educational programs. 
 
KEY ROLES: 
 
Leadership 
 
1. Provide leadership and direction to staff through participation in Center staff meetings and 

parent meetings, when scheduling permits, to facilitate communication of issues affecting 
the Head Start Program. 

 
2. Supervise the implementation and delivery of classroom and home based Head Start 

educational services and activities. 
 
3. Work with the Executive Director and other administrative staff to promote a positive climate 

aimed at achieving the goals of Kids Central, Inc. with specific regard to the quality of 
educational service provided.   

 
Strategic Planning 
 
1. Conduct ongoing program evaluation, including the monthly compilation of statistical reports 

of activities, attendance, and participation, and an annual written analysis of the needs and 
interests of parents and children in our programs. 
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2. Present a monthly report of activities and needs of the Centers and programs to the Board 
of Directors and to the Policy Council. 

 
Resource Management 
 
1. Participate in the development of the annual budget, recommend the purchase of supplies 

and equipment, and manage budgetary expenditures. 
 
Program Development and Oversight 
 

1. Supervise classroom instruction, demonstrate lessons, and evaluate teacher performance.    
 
2. Locate, select, and provide appropriate professional development opportunities for teachers, 

aides, and volunteers and support such endeavors through the regular staff meeting. 
 

Specifically, the Educational Services Director will 
 
a. Establish goals and objectives  
 
b. Plan, organize, and implement in-service projects and training. 
 
c. Hold periodic staff meetings with department heads and others for the purpose of 

identifying and achieving needed training goals. 
 
d. Supervise and evaluate the performance of all program staff. 
 
e. Explore innovative ideas and concepts and devise realistic plans and programs that may 

be adopted or implemented. 
 
f. Assist in interviewing prospective employees for the Education Division in conjunction 

with the Senior Staff, Board of Directors, and Parent Policy Council.  
 

Partnership Development 
 

1. Develop collaborative partnerships with public, civic groups, and social agencies within the 
community.  Represent the organization and interpret its objectives, standards and 
programs.  Support Board Committees, as assigned. 

 
a. Serve as a liaison between KCI and other educational agencies in the development, 

coordination, and implementation of new programs for instructional improvement. 
 

Marketing and Public Relations 
 
1. Participate in activities to maintain good public relations of KIDS Centralôs programs, 

services, and activities.  Coordinate with the Executive Director all publicity for programs and 
services. 

 
2.  Develop and implement a variety of means to communicate to our diverse audiences. 
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 a. Assist with the publishing of the organization's bi-monthly newsletter. 
 

b. Explore and implement means of communicating educational program policies and 
procedures to staff. 

 
ADDITIONAL RESPONSIBILITIES: 
 
1. Supervise the Early Head Start program. 
 
2. Evaluate the home-based and center-based policies and procedures of the Head Start and 

Early Head Start programs. 
 
3. Establish goals and objectives for training projects and programs. 
 
4. Plan, organize, and implement Head Start and Early Head Start in-service projects and 

trainings. 
 
5. Meet regularly with Head Start and Early Head Start staff to establish future goals and 

identify training needs. 
 
6. Supervise all Head Start and Early Head Start components to ensure they meet all program 

and curriculum guidelines. 
 
7. Monitor and review Head Start and Early Head Start records to ensure that they comply with 

federal, state and local guidelines and performance standards. 
 
8. Serve as primary coordinator and consultant in the development or selection of Head Start 

or Early Head Start programs and procedures as well as administer, interpret, and report on 
the quality of programs. 

 
9. Evaluate, on a regular basis, the performance of teachers and home visitors in Head Start 

and Early Head Start.  
 
10. Plan and conduct monthly Head Start and Early Head Start staff meetings and trainings. 
 
11. Coordinate the selection and purchase of all Head Start and Early Head Start equipment 

and materials as specified in the cost principals and curriculum needs of KCI. 
 
12. Prepare and revise Head Start and Early Head Start forms as needed. 
 
13. Participate in activities to continue professional growth. 
 
14. Help prepare the Head Start and Early Head Start budget. 
 
15. Attend training and conferences as requested. 
 
16. Maintain confidentiality of all privileged information. 
 
17. Prepare and update annually the Head Start and Early Head Start Written Education Plans. 
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18. Perform such other tasks and assume such other responsibilities as requested by the 

Executive Director. 
 
RELATIONSHIPS: 
 
Internal:  Maintain close, daily contact with education staff to interpret and explain organizational 
mission, program objectives and standards, and necessary information.  Maintain contact with 
center staff, parents, and the Board of Directors and the Parent Policy Council. 
 
External:  Maintain contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize KIDS Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelor's degree in Education from an accredited college or university. 
 

 Master's Degree in Early Childhood Education / Child Development, Administration / 
Supervision, or a related area preferred. 

 

 A minimum of five years work experience in supervision and/or Early Childhood teaching 
required. 

 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Demonstrated ability to organize, direct, and coordinate staff and programs.   
 

 Strong verbal and written communication skills. 
 

 Ability to manage multiple tasks and to independently develop solutions to problems. 
 

 Ability to establish and maintain effective working relationships with staff, Board members, 
community groups, and other related agencies. 

 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
Signed by:____________________________________________  Date:_____________ 
      Incumbent 
 
Approved by:__________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Educational Services Director 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 10 pounds 
 2.  Carrying   Up to 10 pounds 
 3.  Pushing/Pulling   Up to 10 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
 

 
X 

 

2. Outside Work    X  

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   X  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   X  

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Family and Community Partnerships Director 
 
PERFORMANCE 
PROFILE SOURCE:  Senior Staff  
 
DEPARTMENT:  Executive 
 
REPORTS TO:  Executive Director 
 
   X     Exempt      Non-Exempt 

 
PRIMARY FUNCTION: 

 
Develops, coordinates, implements, monitors, and evaluates all aspects of the community 
partnership component for KCI, including public awareness, community partners, Policy Council 
support, and publications, oversees the operations of the facilities and transportation fleet 
owned and operated by KIDS Central, Inc. and communicates, via all media, the work and 
accomplishments of the agency.  
 
KEY ROLES 

 
Leadership 

 
1.  Oversee the implementation and delivery of services and activities that facilitate the                   

mission of KIDS Central. 
 
2. Serves as a member of the Senior Management Team assisting in making administrative 

decisions on matters affecting the operations of KCI. 
 
Strategic Planning 
 
1.  Oversee the identification and evaluation of opportunities to improve service effectiveness on 

the basis of participation and achievement of stated goals; recommends modifications to 
improve agency performance, as appropriate. 

 
Resource Management 
 
1.  Coordinate with the Comptroller of Kids Central in the development of an annual budget for 

the services and programs in which the Family and Community Partnerships Director is 
primarily responsible. 

 
a. Conduct an annual audit/inventory of all equipment for the corporation recommending 

the sale of surplus items and the procurement of needed items for the program. 
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b. Implement and maintain a playground inspection and scheduled maintenance                              

program. 
 
2.  Manage administrative and operational processes, overseeing the maintenance and repair of 

buildings, equipment, buses, automobiles, and property owned by Kids Central. 
 

a. Assist with the negotiation, development, maintenance, and implementation of all 
contracts for buildings, grounds usage, transportation agreements and other contracts 
for the agency. 

 
b. Maintain all contracts and agreements the agency is honoring and keep the Board of 

Directors informed on all matters relating to facilities and transportation. 
 
c. Coordinate transportation services for all segments of Kids Centralôs program 

 
3.  Manage performance of assigned staff in achieving goals, providing technical assistance in 

program design, development, community relations and program operations. 
 

a. Conduct annual evaluations and on-board observations of all bus drivers. 
 
b. Ensure that transportation needs of children with disabilities are met. 
  
c. Supervise and evaluate the performance of all maintenance staff. 
 
d. Supervise and evaluate the performance of all mechanics on staff. 
 

4. Plan and implement a staff development and training program. 
 

a. Develop and implement a training program for all bus drivers using "Behind the Wheel" 
and other Classroom Instruction programs to ensure the CDL licensing for all drivers. 

 
Partnership Development 
 
1. Ensure that all partnership agreements entered into by KCI are accurate and up-to-date. 
 
2. Assist staff with the development of partnership agreements. 
 
3. Catalog and maintain all executed partnership agreements which are binding or non-binding 

on KCI. 
 
4.  Support Board Committees, as assigned 
 
Marketing and Public Relations 
 
1. Participate in activities to maintain good public relations for Kids Central programs, services 

and activities. 
 

2. Development and implement various ways to communicate to our various audiences. 
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a Share the supervision and task assignment of the Family Services/MIS Representative. 
 
b. Publish the organization's bi-monthly newsletter. 
 
c. Create a user friendly and staff accessible web-site on the internet for the purpose of 

improving communications between Kids Central and the public and our staff. 
 

ADDITIONAL RESPONSIBILITIES: 
 
1.  Maintain current American Red Cross Instructor Certification 
 
2.  Maintain current Certified Playground Safety Inspector Certification 
 
3.  Maintain current CDL driving license. 
 
4. Plans, organizes, and directs the program workload and activities of the family service        

section as it relates to performance standards and other governmental guidelines. 
 
5. Coordinates and consults in developing or selecting, administering, interpreting, and       

reporting the Family and Community Partnership program and procedures. 
 
6. Serves as a liaison with citizen groups, state/local government staff, professional        

groups and the public as a representative of KCI and the Head Start Program. 
 
7. Develops and maintains community partnerships in support of program activities and       

services. 
 
8. Prepares and implements internal operating policy procedures and ensures compliance       

with all record keeping requirements. 
 
9. Coordinates supervision and evaluation of the Family Advocates, Bus Drivers, and Bus 

Monitors. 
 
10. Conducts staff meetings at a regular interval with all segments of operations staff. 
 
11. Assists and contributes to the preparation of grant applications and ongoing budget. 
 
12. Oversees the recruitment, training, and scheduling of parent activities. 
 
13. Reports to governing bodies on related activities of the position. 
 
14. Responsible for policies and procedures related to enrollment and attendance. 
 
15. Works with the Policy Council and serves as a resource for the Parent Committees. 
 
16. Assists parents in developing, scheduling their own social and developmental activities, 

encourage and support parents in addressing community needs.  
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17. Keeps other program staff apprised of parent issues, assists staff in designing and 
implementing a comprehensive, well integrated plan for parent involvement that crosses all 
service areas. 

 
18. Responsible for the Fatherhood Program for KCI. 
 
19. Responsible for eligibility, recruitment, selection, enrollment and attendance requirements 

for all children and families eligible for Head Start and Early Head Start services. 
 
20. Responsible for non-federal share contributions (in-kind). 
 
21. Maintains confidentiality of all program-related information. 
 
22. Demonstrates working knowledge of overall Head Start goals and philosophy. 
 
23. Interprets and enforces the policies and procedures regulations applicable to the job         

component. 
 
24. Attends training and conferences s directed.  Assumes responsibility for professional         

growth and development and serves as a representative for the agency. 
 
25. Plans and assists with annual budgeting and prepares monthly purchase requisitions         

in coordination with the Comptroller. 
 
26. Performs such other tasks and assumes such other responsibilities as requested by the        

Executive Director or the Board of Directors. 
 

RELATIONSHIPS: 
 
Internal:  Maintains close contact with assigned staff to provide technical assistance in matters 
or operations; interacts regularly with Executive Director and as assigned with the Board and its 
committees. 
 
External:  Maintains contact with external community groups, schools and others. 

 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelor's degree from an accredited college or university. 
 

 A minimum of five years work experience in non-profit agency operations management and 
supervision, or an equivalent combination of experience and education. 

 

 Demonstrated ability to organize, direct and coordinate operations; in personnel supervision, 
facilities management; communications; and budget management. 

 

 Strong communication skills, both verbal and written. 
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 Ability to manage multiple tasks and to develop solutions to problems with limited 

supervision. 
 

 Ability to establish and maintain effective working relationships with staff, subordinates, 
Board members, community groups, and other related agencies and people. 

 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station, and other standard requirements.  All duties of 
this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, nor to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
 
 
Approved by:_______________________________________________ Date: _____________ 
    Executive Director 
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Kids Central Incorporated 
Summary of Physical, Sensory and Environmental Requirements 

Needed to Perform Essential Job Duties 
 

Job Title: Family and Community Partnerships Director 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 50 pounds 
 2.  Carrying   Up to 50 pounds 
 3.  Pushing/Pulling   Up to 50 pounds 
 4.  Use of Equipment  Automobiles, office equipment, shop tools, lifts, pulleys, dollies 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling      X  

11. Climbing   X   

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

  X   

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

  X   

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Disabilities Coordinator 
 
PERFORMANCE 
PROFILE SOURCE:  Service Delivery  
 
DEPARTMENT:  Management Team 
 
REPORTS TO:  Executive Director 
 
        Exempt   X   Non-Exempt 

 
PRIMARY FUNCTION: 

 
To be responsible for coordinating disability services for children and families enrolled in the 
Head Start and Early Head Start programs of Kids Central. 
 
KEY ROLES: 
 
Leadership 
 

1. Responsible for the development, implementation and annual update of the disabilities and 
mental health services plans to meet the special needs of children with disabilities and 

behavioral or mental health issues in accordance with Head Start performance standards.  
 
Resource Management 

 
1. Manage financial resources, participating in the development of the annual budget.       

Control expenditures against budget, making recommendations for expenditures to      
purchase supplies and equipment.  

 
Partnership Development 
 
1. Develop collaborative partnerships with public, civic groups and social agencies                  

within the community.  Represents the organization and interprets its objectives,                 
standards and programs.  Support Board committees, as assigned. 

 
a. Serves as a liaison between the district and other educational agencies in the                              

development, coordination, and implementation of new programs for instructional 
improvement. 

 
Marketing and Public Relations 
 
1.  Participate in activities to maintain good public relations for Kids Central programs, services 

and activities.   
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ADDITIONAL RESPONSIBILITIES:  
 
1. Supports staff throughout the process of assessing children, including initial screenings, 

ongoing developmental and specializes assessments, to identify children that may have a 
disability or a mental health concern. 

 
2. Develops and maintains an effective system for referring children suspected of having a 

disability to the LEA, Early Intervention, or other appropriate provided for further evaluation. 
 
3. Develops and maintains an effective record-keeping and reporting system that monitors the 

provision of services for children with disabilities. 
 
4. Works collaboratively with Mental Health professionals to coordinate services for children 

and families with diagnosed problems. 
 
5. Works collaboratively with local school districts, Early Intervention programs, and parents to 

coordinate services for children with disabilities. 
 
6. Maintains written, comprehensive service agreements with local education agencies (LEA) 

and Early Intervention programs to ensure children with disabilities receive all mandated 
services. 

 
7. Works with the local education agency (LEA) and Early Intervention programs to establish 

an interdisciplinary team of staff, parents and professionals to develop and implement an 
individualized Education Plan (IEP) or Individualized Family Service Plan (IFSP) for children 
with disabilities. 

 
8. Maintains regular contact with staff and parents to monitor the implementation of services for 

children with disabilities and/or mental health issues. 
 
9. Works with local mental health and other health providers to assure children with disabilities 

and/or mental health issues receive appropriate preventative and therapeutic health care. 
 
10. Works with transportation staff to assure that transportation services for children with 

disabilities are responsive to their needs. 
 
11. Works in collaboration with foods services personnel and the registered dietitian to assure 

children with disabilities receive nutrition services that are responsive to their needs. 
 
12. Assists and trains staff on recruiting children with disabilities, including children with severe 

disabilities, for enrollment in the Head Start and Early Head Start programs. 
 
13. Works as an advocate for children with disabilities and their families within the community to 

promote access to necessary services. 
 
14. Cooperates successfully as a member of a team. 
 
15. Communicates effectively with others, including giving and receiving feedback on the quality 

of services. 
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16. Maintains confidentiality of all program related information. 
 
17. Demonstrates working knowledge of overall Head Start goals and philosophy. 
 
18. Interprets and enforces the policies and procedures regulations applicable to the job 

component. 
 
19. Attends training and conferences as directed.  Assumes responsibility for professional       

growth and development and serves as a representative for the agency. 
 
20. Plans and assists with annual budgeting and prepares monthly purchase requisitions in 

coordination with appropriate staff. 
 
21. Performs such other tasks and assumes such other responsibilities as requested by the  
      Executive Director. 
 
RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with staff professionals and para-professionals to ensure 
goals of the program are being met and services are being provided.  Maintains contact with all 
staff, parents and the Board of Directors and the Parent Policy Council. 
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelor's degree from an accredited college or university in Early Childhood Education, 
Special Education, or related field. 

 

 Three years experience in education, early intervention or human services related field. 
 

 Training and/or experience securing and individualizing services for children with disabilities 
preferred. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy and performance 
standards for the provision of services for children with disabilities. 

 

 Working knowledge of federal and state laws governing the provision of services for children 
with disabilities and their families. 

 

 Demonstrated understanding of principles and functions of leadership and management. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Effective interpersonal and communication skills. 
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 Working knowledge of computer and office technology. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 

travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Disabilities Coordinator 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 10 pounds 
 2.  Carrying   Up to 10 pounds 
 3.  Pushing/Pulling   Up to 10 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

    
X 

 

2. Outside Work    X  

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

    
X 

 

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

    
X 

 

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Health Services Manager 
 
PERFORMANCE 
PROFILE SOURCE:  Service Delivery  
 
DEPARTMENT:  Management Team 
 
REPORTS TO:  Executive Director 
 
    X    Exempt   _   Non-Exempt 

 
PRIMARY FUNCTION: 

 
To direct the Health, Nutrition and Mental Health components of the Head Start and Early Head 
Start programs. 
 
KEY ROLES: 
 
Leadership 
 

1. Responsible for the development, implementation and annual update of the health/nutrition 
program, ensuring that the health/nutrition component meets the needs of the children and 
families in accordance with the Head Start Performance Standards. 

 
Resource Management 
 
1. Manage financial resources, participating in the development of the annual budget.  Control 

expenditures against budget, making recommendations for expenditures to purchase 
supplies and equipment.  

 
Partnership Development 
 

1. Develop collaborative partnerships with public, civic groups and social agencies within the 
community.  Represents the organization and interprets its objectives, standards and 
programs.  Support Board committees, as assigned. 

 
a. Serves as a liaison between the district and other educational agencies in the 

development, coordination, and implementation of new programs for instructional 
improvement. 

 
Marketing and Public Relations 
 
1. Participate in activities to maintain good public relations for Kids Central programs, services 

and activities.   
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ADDITIONAL RESPONSIBILITIES: 
 
1. Assists families in linking with an ongoing system of health services, promoting parent 

involvement in all aspects of health services. 
 
2. Identifies and coordinates the scheduling of needed health related services for children and 

families. 
 
3. Supports parents in obtaining follow-up services for identified health needs. 
 
4. Develops a system for, and assists staff in tracking provisions of well-child services. 
 
5. Organizes and maintains the Health Services Advisory Committee. 
 
6. Coordinates with local health care professionals and service providers to ensure that      

services are available and accessible. 
 
7. Coordinates with other program staff to develop health and nutrition contracts and/or      

agreements with health/nutrition related service agencies. 
 
8. Promotes health and safety practices within the agency for staff, and children and      

families. 
 
9. Coordinates safety and sanitation procedures, first aid, CPR, emergency medical 

procedures, required screening activities and health training for staff, children and families. 
 
10. Assists staff in identifying children's health needs, establishing medical/dental homes and 

obtaining eligible medical insurance. 
 
11. Secures the services of medical professionals to review, evaluate and interpret health 

records and other vital health service data as necessary. 
 
12. Supervises the Health Services Assistant. 
 
13. Supervises the Food and Nutrition Assistant ensuring that nutritional needs of children and 

families are adequately met. 
 
14. Cooperates successfully as a member of a team. 
 
15. Communicates effectively with others, including giving and receiving feedback on the quality 

of services. 
 
16. Responsible for eligibility, recruitment, selection, enrollment and attendance requirement for 

all children and families eligible for Head Start Services. 
 

17. Responsible for non-federal share contributions. 
 
18. Maintains confidentiality of all program related information. 
 
19. Demonstrates working knowledge of overall Head Start goals and philosophy. 
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20. Interprets and enforces the policies and procedures regulations applicable to the job       
component. 

 
21. Attends training and conferences as directed.  Assumes responsibility for professional 

growth and development and serves as a representative for the agency. 
 
22. Plans and assists with annual budgeting and prepares monthly purchase requisitions in 

coordination with appropriate staff. 
 
23. Performs such other tasks and assumes such other responsibilities as requested by the 

Executive Director. 
 
RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with staff professionals and para-professionals to ensure 
goals of the program are being met and services are being provided.  Maintains contact with all 
staff, parents and the Board of Directors and the Parent Policy Council. 
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelor's degree from an accredited college or university in Health Administration or 
related field, preferred. 

 

 Three years relevant supervisory experience in Health, Education or Human Services 
related field. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy and performance 
standards. 

 

 Working knowledge of the HSFIS program. 
 

 Demonstrated understanding of principles and functions of leadership and management. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Effective interpersonal and communication skills. 
 

 Working knowledge of computer and office technology. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 

travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
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DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Health Services Manager 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 10 pounds 
 2.  Carrying   Up to 10 pounds 
 3.  Pushing/Pulling   Up to 10 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

    
X 

 

2. Outside Work    X  

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

    
X 

 

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

    
X 

 

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Financial Services Assistant 
 
PERFORMANCE 
PROFILE SOURCE:  Staff Support  
 
DEPARTMENT:  Management Support Team 
 
REPORTS TO:  Comptroller 
 
    X    Exempt   _   Non-Exempt 

 
PRIMARY FUNCTION: 

 
Responsible for overseeing procurement activities for the agency and works closely with the 
Comptroller in the administration of the financial needs of Kids Central. 
 
KEY ROLES: 
 
Leadership 
 

1. Responsible for the purchasing process from all departments of Kids Central including, but 
not limited to, purchase orders, placing vendor orders, checking invoices from vendors, 
requesting approval for invoices to be paid and any follow up needed. 

 
Resource Management 
 
1. Manage financial resources, stocks of materials, and the flow of necessary items for Kids 

Central to do business on a day-to-day basis without delays or shortages.   
 
2. Participates in the development of the annual budget.   
 
3. Control expenditures against budget, making recommendations for expenditures to 

purchase supplies and equipment.  
 
Partnership Development 
 

1. Develop collaborative partnerships with vendors and service providers who supply Kids 
Central with goods and services.   

 
Marketing and Public Relations 
 
1. Participate in activities to maintain good public relations for KIDS Central programs, services 

and activities. 
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ADDITONAL RESPONSIBILITIES: 
 
1. Serves as assistant to the Comptroller.  
 
2. Acts as purchasing agent for Kids Central, Inc. 
 
3. Responsible for the procurement of goods and services for the benefit of Kids Central and 

contract compliance in accordance with the Head Start Program Performance Standards, 
state and federal laws and agency policies and procedures. 

 
4. Responsible for in-kind documentation. 
 
5. Responsible for inventory of and documentation for the Parent Policy Council Store 
  
6. Assists staff with timely procurement services to ensure smooth program operations. 
 
7. Researches and reviews information on purchases and strives to get the best value for      

the dollar for Kids Central. 
 
8. Cooperates successfully as a member of a team. 
 
9. Communicates effectively with others, including giving and receiving feedback on the quality 

of services. 
 
10. Maintains confidentiality of all program related information. 
 
11. Demonstrates working knowledge of overall Head Start goals and philosophy. 
 
12. Interprets and enforces the policies and procedures regulations applicable to the job 

component. 
 
13. Attends training and conferences as directed.  Assumes responsibility for professional  
      growth and development and serves as a representative for the agency. 
 
14. Plans and assists with annual budgeting and prepares monthly purchase requisitions in 

coordination with appropriate staff. 
 
15. Performs such other tasks and assumes such other responsibilities as requested by the  
      Comptroller and the Executive Director. 
 
RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with staff professionals and para-professionals to ensure 
materials are available for use by staff in the administration of the program. 
 
External: Assists in promoting good relations with vendors and service providers for Kids 
Central. 
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SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelor's degree from an accredited college or university in Business Administration, 
Public Administration, Accounting or related field, preferred. 

 

 Three years relevant management experience. 
 

 Demonstrates knowledge of overall Head Start goals and philosophy and performance 
standards. 

 

 Demonstrates working knowledge of procurement policies and procedures, cost principles 
and other specific areas relating to the Head Start Program. 

 

 Demonstrated understanding of principles and functions of leadership and management. 
 

 Demonstrates capability to effectively manage multiple tasks and responsibilities. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Effective interpersonal and communication skills. 
 

 Working knowledge of computer and office technology. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 

travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 

expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________  Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Financial Services Assistant 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 10 pounds 
 2.  Carrying   Up to 10 pounds 
 3.  Pushing/Pulling   Up to 10 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

    
X 

 

2. Outside Work    X  

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

    
X 

 

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

    
X 

 

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    EHS/HS Education Supervisor 
 
PERFORMANCE 
PROFILE SOURCE:  Staff Support /Supervision 
 
DEPARTMENT:  Management Support Team 
 
REPORTS TO:  Educational Services Director 
 
    X    Exempt   _   Non-Exempt 

 
PRIMARY FUNCTION: 

 
To ensure Kids Centralôs education staff has direction, guidance, supervision and assistance in 
delivering quality services to our children. 
 
KEY ROLES: 
 
Leadership 
 

1. Provide leadership and direction to staff in the management of their designated duties.   
 
2. Assist in the recruitment and selection process for the hiring of qualified staff. 
 
3. Working with the Head Start Director manage the assigned education staff and review their 

production, attendance, attitude, work schedules, and other facets of their employment 
ensuring that all children are receiving services of Head Start. 

 
Strategic Planning 
 
1. Assists the Long Range Planning Committee with reports and data concerning enrollment. 
 
Resource Management 
 
1. Manage financial resources, participating in the development of the annual budget.  Control 

expenditures against budget, making recommendations for expenditures to purchase 
supplies and equipment.  

 
Partnership Development 
 

1. Develop collaborative partnerships with public, civic groups and social agencies within the 
community.  Represents the organization and interprets its objectives, standards and 
programs.  Support Board Committees, as assigned. 
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Marketing and Public Relations 
 
1. Participate in activities to maintain good public relations for Kids Centralôs programs, 

services and activities.   
 
ADDITIONAL RESPONSIBILITIES: 
 

1. Keeps Head Start Director informed of the activities and problems of the education staff in 
all Head Start centers. 

 
2. Responsible for all assigned staff personnel acting as a link from direct service providers to 

administration. 
 
3. Supervises and evaluates family service staff and performs staff evaluations annually or as 

needed. 
 
4. Assists with the development of policies and procedures related to education staff duties, 

standards, and outcomes. 
 
5. Supervises the preparation and maintenance of all required record keeping and reports. 
 
6. Interprets and enforces Kids Central policies and administrative regulations. 
 
7. Coordinates with the Parent Policy Council and Parent Committees, and serves as a      

resource for the Parent Committee. 
 
8. Assumes responsibility for the safety and administration of the center/siteôs operation. 
 
9. Cooperates successfully as a member of a team. 
 
10. Communicates effectively with others, including giving and receiving feedback on the quality 

of services. 
 
11. Responds appropriately to written and oral requests for information. 
 
12. Maintains confidentiality of all program related information. 
 
13. Working knowledge of overall Head Start goals and philosophy. 
 
14. Interprets and enforces the policies, procedures and regulations applicable to the job       

component. 
 
15. Attends training and conferences as directed.  Assumes responsibility for professional 

growth and development and serves as a representative of the agency. 
 
16. Plans and assists with annual budgeting and prepares monthly purchase requisitions. 
 
17. Performs such other tasks and assumes such other responsibilities as requested by the       

Educational Services Director or the Executive Director. 
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RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with staff professionals and para-professionals to ensure 
goals of the program are being met and services are being provided.  Maintains contact with 
senior.  
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 

 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelor's degree from an accredited college or university in Human Services, Early 
Childhood Education, or related field. 

 

 Three years relevant supervisory experience. 
 

 Demonstrates knowledge of overall Head Start goals and philosophy. 
 

 Demonstrated understanding of principles and functions of leadership and management. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Effective interpersonal and communication skills. 
 

 Working knowledge of computer and office technology. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station, and other standard job requirements.  All the 
duties of this position are within the bounds and requirements of the Americans with Disabilities 
Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
          Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: EHS/HS Education Supervisor 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 10 pounds 
 2.  Carrying   Up to 10 pounds 
 3.  Pushing/Pulling   Up to 10 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

    
X 

 

2. Outside Work    X  

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

    
X 

 

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

    
X 

 

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Food and Nutrition Assistant 
 
PERFORMANCE 
PROFILE SOURCE:  Service Delivery 
 
DEPARTMENT:  Management Support Staff 
 
REPORTS TO:  Health Services Manager 
 
    X    Exempt   _   Non-Exempt 

 
PRIMARY FUNCTION: 

 
To manage the food, nutrition and related services components of the Head Start and Early 
Head Start programs and is responsible for the USDA reimbursement activities for the Head 
Start and Early Head Start programs. 
 
KEY ROLES: 
 
Leadership 
 
1. Responsible for the development, implementation and annual update of the food and 

nutrition program, ensuring that the food/nutrition component meets the needs of the 
children and families in accordance with the Head Start Performance Standards. 

 
Resource Management 
 
1. Manage financial resources, participating in the development of the annual budget.       

Control expenditures against budget, making recommendations for expenditures to      
purchase supplies and equipment.  

 
Marketing and Public Relations 
 
1. Participate in activities to maintain good public relations for Kids Central programs, services 

and activities.   
 

ADDITIONAL RESPONSIBILITIES: 
 
1. Assists with the preparation and administration of the food services budget. 
 
2. Purchases and maintains an inventory of all food, supplies and equipment. 
 
3. Plans and supervises the preparation and serving of menus at all centers. 
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4. Prepares and checks all menus for program lunches and special dinners. 

 
5 Inspects agency facilities and operations on a regular basis to ensure that standards of diet, 

cleanliness, health and safety are being maintained. 
 
6. Assists in presentation of the Nutrition Written Plan. 
 
7. Provides menus to nutrition consultant staff for approval. 
 
8. Consults with nutritionist regarding children with special dietary needs and children with 

disabilities in Head Start and Early Head Start. 
 
9. Provides reports on food and nutrition activities to staff, Policy Council, and the Board of 

Directors in a timely and accurate manner. 
 
10. Assists Family Services staff in evaluating individual nutritional assessment, monitoring 

nutritional progress and encouraging parent participation in their child's nutritional status. 
 
11. Coordinates with Early Head Start Supervisor regarding nutrition education for pregnant 

women enrolled in the Early Head Start Program. 
 
12. Supervises the cooks and conducts evaluations as required. 
 
13. Identifies and utilizes resources for the nutrition education of our families. 
 
14. Cooperates successfully as a member of a team. 
 
15. Communicates effectively with others, including giving and receiving feedback on the quality 

of services. 
 
16. Responsible for orientation of food service staff. 
 
17. Responsible for non-federal share contributions. 
 
18. Maintains confidentiality of all program related information. 
 
19. Demonstrates working knowledge of overall Head Start goals and philosophy. 
 
20. Interprets and enforces the policies and procedures regulations applicable to the job       

component. 
 
21. Attends training and conferences as directed.  Assumes responsibility for professional 

growth and development and serves as a representative for the agency. 
 

22. Plans and assists with annual budgeting and prepares monthly purchase requisitions in 
coordination with appropriate staff. 

 
23. Performs such other tasks and assumes such other responsibilities as requested by the       

Educational Services Director and the Executive Director. 
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RELATIONSHIPS: 
 
Internal:  Maintains daily contact with staff to ensure goals of the program are being met and 
services are being provided.  Maintains contact with all staff, parents and the Board of Directors 
and the Parent Policy Council. 
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Associate's Degree in Nutrition or State Certification in Food Management, or five (5) years 
of experience in Head Start, Nutrition Services, Food Services or other areas.   Bachelor's 
degree from an accredited college or university in Health Administration or related field, 
preferred. 

 

 Three years relevant supervisory experience.  
 

 Demonstrates knowledge of overall Head Start goals and philosophy and performance 
standards. 

 

 Working knowledge of the HSFIS program. 
 

 Demonstrated understanding of principles and functions of leadership and management. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Effective interpersonal and communication skills. 
 

 Working knowledge of computer and office technology. 
 

 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
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DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Food and Nutrition Assistant 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 30 pounds 
 2.  Carrying   Up to 30 pounds 
 3.  Pushing/Pulling   Up to 30 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   
X 

  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   
X 

  

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Health Services Assistant 
 
PERFORMANCE 
PROFILE SOURCE:  Service Delivery 
 
DEPARTMENT:  Management Support Staff 
 
REPORTS TO:  Health Services Manager 
 
       Exempt   _X _  Non-Exempt 

 
PRIMARY FUNCTION: 

 
To assist the Health Services Manager in the health and mental health components of the Head 
Start and Early Head Start programs. 
 
KEY ROLES: 
 
1. Responsible for assisting the Health Services Manager in the development, implementation 

and annual update of the health program, ensuring that the health component meets the 
needs of the children and families in accordance with the Head Start Performance 
Standards. 

 
2. Assist the Health Services Manager develop collaborative partnerships with public, civic 

groups and social agencies within the community.  Represent the organization and 
interprets its objectives, standards and programs.  Support Board committees as assigned. 

 
3. Participate in activities to maintain good public relations for Kids Centralôs programs, 

services and activities. 
 
ADDITIONAL RESPONSIBILITIES: 
 

1. Assists families in linking with an ongoing system of health services, promoting parent     
involvement in all aspects of health services. 

 
2. Assist in the coordination and scheduling of needed health related services for children     

and families. 
 
3. Supports parents in obtaining follow-up services for identified health needs. 
 
4. Assists staff in tracking provisions of well-child services. 
 
5. Assists in organizing and maintaining the Health Services Advisory Committee. 
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6. Assists in coordinating with local health care professionals and service providers to ensure 
services are available and accessible. 

 
7. Assists in coordinating with other program staff to develop health contracts and/or 

agreements with health related service agencies. 
 
8. Promotes health and safety practices within the agency for staff, and children and families. 
 
9. Assists in coordinating safety and sanitation procedures, first aid, CPR, emergency medical 

procedures, required screening activities and health training for staff, children and families. 
  
10. Assists staff in identifying children's health needs, establishing medical/dental homes and 

obtaining eligible medical insurance. 
 
11. Assists in securing the services of medical professionals to review, evaluate and interpret 

health records and other vital health service data as necessary. 
 
12. Cooperates successfully as a member of a team. 
 
13. Communicates effectively with others, including giving and receiving feedback on the quality 

of services. 
 
14. Responsible for eligibility, recruitment, selection, enrollment and attendance requirement for 

all children and families eligible for Head Start Services. 
 
15. Responsible for non-federal share contributions. 
 
16. Maintains confidentiality of all program related information. 
 
17. Demonstrates working knowledge of overall Head Start goals and philosophy. 
 
18. Interprets and enforces the policies and procedures regulations applicable to the job       

component. 
 
19. Attends training and conferences as directed.  Assumes responsibility for professional 

growth and development and serves as a representative for the agency. 
 
20. Plans and assists with annual budgeting and prepares monthly purchase requisitions in 

coordination with appropriate staff. 
 
21. Performs such other tasks and assumes such other responsibilities as requested by the       

Executive Director. 
 
RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with staff professionals and para-professionals to ensure 
goals of the program are being met and services are being provided.  Maintains contact with all 
staff, parents and the Board of Directors and the Parent Policy Council. 
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External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelor's degree from an accredited college or university in Health Administration or 
related field, preferred. 

 

 Three years relevant supervisory experience in Health, Education or Human Services 
related field. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy and performance 
standards. 

 

 Working knowledge of the HSFIS program. 
 

 Demonstrated understanding of principles and functions of leadership and management. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Effective interpersonal and communication skills. 
 

 Working knowledge of computer and office technology. 
 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 

travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 

expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Health Services Assistant 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 10 pounds 
 2.  Carrying   Up to 10 pounds 
 3.  Pushing/Pulling   Up to 10 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

    
X 

 

2. Outside Work    X  

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

    
X 

 

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

    
X 

 

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Human Resources Officer 
 
PERFORMANCE 
PROFILE SOURCE:  Staff Support 
 
DEPARTMENT:  Management Support Staff 
 
REPORTS TO:  Comptroller 
 
    X   Exempt   _ _  Non-Exempt 

 
PRIMARY FUNCTION: 

 
To assist the Comptroller in the management of the human resources needs of Kids Central, 
ensuring the delivery of human resource services to all employees. 
 
KEY ROLES 
 
Leadership 
 

1. Responsible for the implementation and annual update of the human resources policies and 
procedures for Kids Central. 

 
Resource Management 
 
1. Manage financial resources, participating in the development of the annual budget.  Control 

expenditures against budget, making recommendations for expenditures to purchase 
supplies and equipment.  

 
Partnership Development 
 
1. Develop collaborative partnerships with public, civic groups and social agencies within the 

community.  Represents the organization and interprets its objectives, standards and 
programs.  Support Policy Council and Board committees as assigned. 

 
Marketing and Public Relations 
 
1. Participate in activities to maintain good public relations for KIDS Central programs, services 

and activities. 
 
ADDITONAL RESPONSIBILITIES: 
 
1. Assist the Comptroller with the development and implementation of Kids Central's human 

resource policies and procedures. 
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2. Ensures that updates to the policies and procedures manual are maintained in a central     

location for use by the staff, and public. 
 
3. Ensures that updates to the policies and procedures manual are communicated to the     

staff and public in a timely and accurate manner. 
 
4. Ensures compliance with equal employment opportunity and labor laws. 
 
5. Assists with the coordination and administration of all benefits for the agency. 
 
6. Maintains and updates all employee personnel records. 
 
7. Investigates worker's compensation claims, files workerôs compensation claims and 

maintains status while claim is open. 
 
8. Administers new employee orientation. 
 
9. Coordinates with the Family and Community Partnerships Director in the administration of 

the agency's drug program and the DOT drug and alcohol program. 
  
10. Performs required training, as assigned by the Comptroller, relating to human resources 

issues and matters. 
 
11. Researches and reviews information on human resource management and organization 

problems and formulates recommendations. 
 
12. Process background investigations and all pre-employment requisites for new hires. 
 
13. Assist the Comptroller with processing employeeôs vacation and sick leave at the beginning 

of each fiscal year. 
 
14. Acts as recording secretary for the Board of Directors and Policy Council taking minutes and 

preparing meeting packets. 
 
15. Cooperates successfully as a member of a team. 
 
16. Communicates effectively with others, including giving and receiving feedback on the quality 

of services. 
 
17. Ensures that all staff has ID badges with their picture and position. 
 
18. Maintains confidentiality of all program related information. 
 
19. Demonstrates working knowledge of overall Head Start goals and philosophy. 
 
20. Interprets and enforces the policies and procedures regulations applicable to job 

component. 
 
21. Attends training and conferences as directed.  Assumes responsibility for professional  
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growth and development and serves as a representative for the agency. 
 

22. Plans and assists with annual budgeting and prepares monthly purchase requisitions in 
coordination with appropriate staff. 

 
23. Performs such other tasks and assumes such other responsibilities as requested by the       

Comptroller and Executive Director. 
 
RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with staff professionals and para-professionals to ensure 
goals of the human resources program are being met and services are being provided.  
Maintains contact with all staff 
 
External: Assists in resolving problems for Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelor's degree from an accredited college or university in Human Resources or related 
field, preferred. 

 

 Three years relevant experience in Human Resource field or related field. 
 

 Demonstrates knowledge of overall Head Start goals and philosophy and performance 
standards. 

 

 Demonstrated understanding of principles and functions of leadership and management. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Effective interpersonal and communication skills. 
 

 Working knowledge of computer and office technology. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
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DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:__________________________________________________ Date:_____________ 
      Incumbent 
 
Approved by:_______________________________________________ Date: _____________ 
          Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Human Resources Officer 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 10 pounds 
 2.  Carrying   Up to 10 pounds 
 3.  Pushing/Pulling   Up to 10 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

    
X 

 

2. Outside Work    X  

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

    
X 

 

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

    
X 

 

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Disabilities Coordinator/Homebase Supervisor 
 
PERFORMANCE 
PROFILE SOURCE:  Service Delivery/Staff Support/Supervision 
 
DEPARTMENT:  Management Support Team 
 
REPORTS TO:  Educational Services Director 
 
    X   Exempt        Non-Exempt 

 
PRIMARY FUNCTION: 

 
To be responsible for coordinating disability services for children and families enrolled in the 
Head Start and Early Head Start programs of Kids Central, and to monitor and ensure Kids 
Centralôs homebase education staff has direction, guidance, supervision and assistance in 
delivering quality services to our children and families. 
 
KEY ROLES: 
 
Leadership 
 
1. Responsible for the development, implementation and annual update of the disabilities and 

mental health services plans to meet the special needs of children with disabilities and 

behavioral or mental health issues in accordance with Head Start performance standards.  
 
2. Provide leadership and direction to homebase staff in the management of their designated 

duties.   
 
3. Assist in the recruitment and selection process for the hiring of qualified homebase staff. 
 
4. Works with the Educational Services Director to manage the assigned education staff and 

review their production, attendance, attitude, work schedules, and other facets of their 
employment ensuring that all children are receiving services of Head Start. 

 
Strategic Planning 
 
1. Assists the Long Range Planning Committee with reports and data concerning enrollment. 

 
Resource Management 

 
1. Manage financial resources, participating in the development of the annual budget.       

Control expenditures against budget, making recommendations for expenditures to      
purchase supplies and equipment.  
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Partnership Development 
 
1. Develop collaborative partnerships with public, civic groups and social agencies                  

within the community.  Represents the organization and interprets its objectives,                 
standards and programs.  Support Board committees, as assigned. 

 
a. Serves as a liaison between the district and other educational agencies in the                              

development, coordination, and implementation of new programs for instructional 
improvement. 

 
Marketing and Public Relations 
 
1.  Participate in activities to maintain good public relations for Kids Central programs, services 

and activities.   
 
ADDITIONAL RESPONSIBILITIES:  
 
1. Supports staff throughout the process of assessing children, including initial screenings, 

ongoing developmental and specializes assessments, to identify children that may have a 
disability or a mental health concern. 

 
2. Develops and maintains an effective system for referring children suspected of having a 

disability to the LEA, Early Intervention, or other appropriate provided for further evaluation. 
 
3. Develops and maintains an effective record-keeping and reporting system that monitors the 

provision of services for children with disabilities. 
 
4. Works collaboratively with Mental Health professionals to coordinate services for children 

and families with diagnosed problems. 
 
5. Works collaboratively with local school districts, Early Intervention programs, and parents to 

coordinate services for children with disabilities. 
 
6. Maintains written, comprehensive service agreements with local education agencies (LEA) 

and Early Intervention programs to ensure children with disabilities receive all mandated 
services. 

 
7. Works with the local education agency (LEA) and Early Intervention programs to establish 

an interdisciplinary team of staff, parents and professionals to develop and implement an 
individualized Education Plan (IEP) or Individualized Family Service Plan (IFSP) for children 
with disabilities. 

 
8. Maintains regular contact with staff and parents to monitor the implementation of services for 

children with disabilities and/or mental health issues. 
 
9. Works with local mental health and other health providers to assure children with disabilities 

and/or mental health issues receive appropriate preventative and therapeutic health care. 
 
10. Works with transportation staff to assure that transportation services for children with 

disabilities are responsive to their needs. 
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11. Works in collaboration with foods services personnel and the registered dietitian to assure 

children with disabilities receive nutrition services that are responsive to their needs. 
 
12. Assists and trains staff on recruiting children with disabilities, including children with severe 

disabilities, for enrollment in the Head Start and Early Head Start programs. 
 
13. Works as an advocate for children with disabilities and their families within the community to 

promote access to necessary services. 
 
14. Keeps Educational Services Director informed of the activities and problems of the 

education staff in the homebase program. 
 
15. Responsible for all assigned homebase staff personnel acting as a link from direct service 

providers to administration. 
 
16. Assists with the development of policies and procedures related to education staff duties, 

standards, and outcomes. 
 
17. Supervises the preparation and maintenance of all required record keeping and reports. 
 
18. Interprets and enforces Kids Central policies and administrative regulations. 
 
19. Coordinates with the Parent Policy Council and Parent Committees, and serves as a      

resource for the Parent Committee. 
 
20. Assumes responsibility for the safety and administration of the homebase operation. 
 
21. Responds appropriately to written and oral requests for information. 
 
22. Working knowledge of overall Head Start goals and philosophy. 
 
23. Cooperates successfully as a member of a team. 
 
24. Communicates effectively with others, including giving and receiving feedback on the quality 

of services. 
 
25. Maintains confidentiality of all program related information. 
 
26. Demonstrates working knowledge of overall Head Start goals and philosophy. 
 
27. Interprets and enforces the policies and procedures regulations applicable to the job 

component. 
 
28. Attends training and conferences as directed.  Assumes responsibility for professional       

growth and development and serves as a representative for the agency. 
 
29. Plans and assists with annual budgeting and prepares monthly purchase requisitions in 

coordination with appropriate staff. 
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30. Performs such other tasks and assumes such other responsibilities as requested by the  
      Educational Services Director or the Executive Director. 
 
RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with staff professionals and para-professionals to ensure 
goals of the program are being met and services are being provided.  Maintains contact with all 
staff, parents and the Board of Directors and the Parent Policy Council. 
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelor's degree from an accredited college or university in Early Childhood Education, 
Special Education, or related field. 

 

 Three years experience in education, early intervention or human services related field. 
 

 Three years relevant supervisory experience. 
 

 Training and/or experience securing and individualizing services for children with disabilities 
preferred. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy and performance 
standards for the provision of services for children with disabilities. 

 

 Working knowledge of federal and state laws governing the provision of services for children 
with disabilities and their families. 

 

 Demonstrated understanding of principles and functions of leadership and management. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Effective interpersonal and communication skills. 

 Working knowledge of computer and office technology. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
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DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Disabilities Coordinator/Homebase Supervisor 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 10 pounds 
 2.  Carrying   Up to 10 pounds 
 3.  Pushing/Pulling   Up to 10 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

    
X 

 

2. Outside Work    X  

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

    
X 

 

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

    
X 

 

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Family Advocate 
 
PERFORMANCE 
PROFILE SOURCE:  Service Delivery  
 
DEPARTMENT:  Family and Community Partnerships 
 
REPORTS TO:  Family and Community Partnerships Director 
 
       Exempt   _ X _  Non-Exempt 

 
PRIMARY FUNCTION: 
 
To promote family wellness and parent involvement programs and to support the 
implementation of the family partnership process.  Operate as a liaison between classroom and 
home settings in the area of education, child development and mental health. 
 
KEY ROLES: 
 
Leadership   
 
1. Responsible for guiding parents in the development of activities that address their interest 

and needs; and activities that support the educational needs and healthy development of 
their children, in accordance with the Head Start Performance Standards. 

 
Partnership Development 
 
1. Assist with the development and implementation of program activities to facilitate parent 

involvement and to promote the Head Start Program in the community. 
 
Marketing and Public Relations 
 

 1. Participate in activities to maintain good public relations for Kids Central programs, services 
and activities.   

 
ESSENTIAL JOB RESPONSIBILITIES:  PERFORMANCE INDICATORS 
 
1. Family Partnership Building 
 

 Welcome families into the program and share information about transitioning into Head 
Start. 

 

 Assist families in the development of Family Partnership Goals and other necessary 
follow up. 
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 Assess family goals and provide recommendation and referral for relevant community 
resources.  

 

 Maintain monthly contacts i.e. - phone calls, group activity, home visits, and classroom 
visits to promote partnership and provide for regular communication. 

 

 Monitor progress on Family Partnership goals.  
 

 Provide crisis intervention as needed. 
 

 Assist with kindergarten transition of child and family out of Head Start.  
 

 Promote family literacy.  
 

 Work flexible hours to meet the needs of families. 
 

 Work with parents to establish and maintain regular attendance for their child.  
 
2. Parent Involvement & Community Partnerships  
 

 Participate in recruitment efforts/activities for assigned sites.  
 

 Plan and facilitate parent orientations to the program.  
 

 Coordinate parent meetings assisting parents to take the leadership role.  
 

 Actively encourage parents to participate in the program i.e. parent meetings, field trips, 
policy council and classroom help 

 

 Advocate and collaborate with community agencies to support child, family and agency 
outcomes. 

 
3. Prevention and Early Intervention  
 

 Maintain contact with children in the classroom settings.  
 

 Maintain on-going contact with teaching staff in order to share relevant home information 
and gain information regarding child performance in the classroom. 

 

 Provide information relative to Head Start health and nutrition requirements: support 
families in completing vaccination, physical, dental and nutrition screenings. 

 
4. Utilize Information Systems to support family/agency outcomes.  
 

 Document and track follow-up needs, Family Partnership Goals, health, dental, nutrition, 
hearing and vision concerns.  

 

 Document all significant parent contacts and home visits. 
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 Document support consultation to teachers regarding particular concerns with families at 
scheduled staffings.  

 
ADDITIONAL RESPONSIBILITIES: 
 
1.   Assist with the development and implementation of   program activities to facilitate parent 

involvement and to promote the Head Start Program in the community. 
 
2.   Assist with the development of the Parent Involvement work plan and serve as a resource 

for staff by promoting and encouraging parent involvement. 
 
3.   Network with KCI staff, and other external resources regarding the provision of education, 

training, employment, leadership, and self-improvement opportunities for parents. 
 
4.  Attend Center Committee meetings in assigned center programs. 
 
5.  Assist with developing and implementing outreach efforts for eligible children. 
 
6.   Prepare statistical and other reports as required. 
 
7.   Performs such other tasks and assumes such other responsibilities as requested by the 

Family & Community Partnerships Director and/or the Executive Director. 
 

RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with staff professionals and para-professionals to ensure 
goals of the program are being met and services are being provided.   
 
External:  Maintains contact with parents and other service providers or referral sources to 
assist in resolving problems. 

 
SKILLS/KNOWLEDGE REQUIRED: 
  

 Bachelor's degree from an accredited college or university in Education, Social Work,       
Health Administration or related field, preferred. 

 

 Three years relevant experience in Health, Education or Human Services related field. 
 

 Demonstrates knowledge of overall Head Start goals and philosophy and performance 
standards. 

 

 Demonstrated understanding of principles and functions of leadership and management. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 
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 The skill and willingness to deal with sensitive family situations in a non-threatening and 
professional manner.  

 

 Ability to set and maintain professional boundaries with families.  
 

 Effective interpersonal and communication skills. 
 

 Working knowledge of computer and office technology. 
 

 Knowledge of early childhood education and intervention preferred. 
 

 Keyboarding skills, computer literacy and familiarity with various applications such a 
database, word processing, e-mail and internet.  

 

 Excellent written and verbal communication skills.  
 

 Must have flexible schedule to accommodate family needs, may include some evening or 
weekend hours.  

 

 Must have access to transportation for home visits. Must have a valid Virginia Driver's     
License and proof of auto insurance for work related driving use of own vehicle. 

 

 Within 30 days of employment must be CPR & First Aid certified.  
 

 Within 90 days of employment must have a valid CDL driverôs license for ability to        
drive agency buses. 

 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 

travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 

expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Family Advocate 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 70 pounds 
 2.  Carrying   Up to 70 pounds 
 3.  Pushing/Pulling   Up to 70 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping    X  

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   
X 

  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   
X 

  

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells X Necessary  Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Family Services/MIS Representative 
PERFORMANCE 
PROFILE SOURCE:  Program Support 

 
DEPARTMENT:  Program Operations Staff 
 
REPORTS TO:  Family and Community Partnerships Director 

 
       Exempt   _ X _  Non-Exempt 

 
PRIMARY FUNCTION: 
 

First responder representing Kids Central to the public. 
 
IMPORTANT FUNCTIONS OF THE POSITION: 
 

Either directly or by using ancillary help such as Foster Grandparents, etc. answers telephone 
and routes calls to appropriate destinations, and takes messages for staff.  Maintains a 
schedule, calendar of event and list of meetings at the front office location for all departments.  
Ensures that mail is procured and distributed in a timely fashion and on a daily basis.  Assists 
with data entry and other tasks as assigned by the Family and Community Partnerships 
Director.  Maintains a reservation schedule for the meeting rooms.  Makes copies of documents 
needed by staff for various purposes.  Maintains the parent resource materials area of the front 
office by ensuring that information is available to all parents who visit the office, including all 
communication between staff and parents and resources for the parent to interact and bond 
closer with their child(ren). 
 
KEY ROLES: 
 
1. Recognize the importance of the position as the first contact between parents and 

community members of Kids Central. 
 
2. Answer telephone, providing general information, referring callers to other staff or taking 

messages as necessary. 
 
3. Maintains master schedule of Kids Central activities, meetings and events, collecting and 

disseminating information to Kids Central staff, volunteers, parents and the community as 
instructed. 

 
4. Uses creative methods to stock the parent resource area with materials that will inform and 

teach the parent to use their skills to interact and bond with their child(ren). 
 
5. Greet all visitors to the office and direct them to their destination making sure they are 

welcomed to Kids Central. 
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6. Ensure that the agency web site is up to date, accurate and attractive. 
 
7. Assist with the process of data entry for HISFIS and DocStar Systems. 
 
8. Cooperated successfully as a member of a team. 
 
9. Communicates effectively with others, including giving and receiving feedback on the quality 

of services. 
 
10. Maintains confidentiality of all program related information. 
 
11. Perform other related customer service duties as requested. 
 
ADDITIONAL RESPONSIBILITIES: 
 

1. As assigned by the Family and Community Partnerships Director. 
 
RELATIONSHIPS: 
 

Internal:  Maintains close contact with parents, staff, Board of Directors and Policy Council 
members. 
 
External:  Maintains contact with external community members and others. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 High School Education. 
 

 Working knowledge of Head Start and Kids Central. 
 

 Demonstrated ability to organize and coordinate information. 
 

 Strong personal communication skills. 
 

 Ability to manage multiple tasks. 
 

 Ability to establish and maintain effective working relationships with staff, parents, Board 
members, and other related agencies and people. 

 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, light 
lifting, work on a telephone station, copier and other standard requirements.  All duties of this 
position are within the bounds and requirements of the Americans with Disabilities Act. 
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DISCLAIMER:  The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, nor to be interpreted 
as a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 



551:4 
Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Family Service/MIS Representative 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 30 pounds 
 2.  Carrying   Up to 30 pounds 
 3.  Pushing/Pulling   Up to 30 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
 

 
X 

 

2. Outside Work   X  MAIL 

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

    
X 

 

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

    
X 

 

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Early Head Start Home Visitor 
 
PERFORMANCE 
PROFILE SOURCE:  Direct Service Delivery 
 
DEPARTMENT:  Education Staff 
 
REPORTS TO:  EHS/HS Education Supervisor 
 
       Exempt   _ X _  Non-Exempt 

This position may require more than 40 hours per week for 52 weeks, including evening and weekend hours. 

 
PRIMARY FUNCTION: 
 
Person responsible for the instruction of enrolled children and families in the home setting. 
 
JOB GOAL: 
 
To provide home based educational and support services to enrolled families with infants and 
toddlers or expectant parents; plan and implement home based program activities for families; 
maintain files and documentation as required; plan and hold socializations; attend training as 
needed or required. 
 
KEY ROLES: 
 
Leadership 
 
1. Responsible for the delivery of the specified curriculum to enrolled families with infants and 

toddlers or expectant parents on behalf of Kids Central which meets the needs of the 
children and families in accordance with the Head Start Performance Standards. 

 
Resource Management 
 

1. Manage financial resources, participating in the development of the annual budget.  Control 
expenditures against budget, making recommendations for expenditures to purchase 
supplies and equipment. 

 
Partnership Development 
 
1. Develop collaborative partnerships with public, civic groups, and social agencies within the 

community.  Represents the organization and interprets its objectives, standards and 
programs.  Support Board committees as assigned. 
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a. Serves as a liaison between the district and other educational agencies in the 
development, coordination and implementation of new programs for instructional 
improvement. 

 
Marketing and Public Relations 
 

1. Participate in activities to maintain good public relations for Kids Central programs, services 
and activities. 

 
ADDITIONAL RESPONSIBILITIES: 
 
1. Provide consistent home visits with personal transportation (minimum of 32 visits per 

enrolled family each program year). 
 
2. Recruits families using current recruiting procedures. 
 
3. Fosters and reinforces the belief in parents that they are the childôs best teacher. 
 
4. Holds two monthly socialization activities for enrolled families. 
 
5. Plan and implement a program for and with each family which provides parents the 

opportunity to utilize their teaching/parenting skills in their home environment. 
 
6. Conducts parent meetings and training. 
 
7. Completes appropriate documentation of home based activities with enrolled families and 

children. 
 
8. Works with the parents to develop weekly home visits and weekly activity plans based on 
each childôs assessment and identified family needs. 

 
9. Provide expectant families access to prenatal and postpartum care.  This care must include 

early and continuing risk assessments; health promotion and treatment; mental health 
interventions and follow-up. 

 
10. Provide expectant families with information on breast feeding, SIDS, child development, and 

other pertinent issues. 
 
11. Serves as liaison for families and makes appropriate referrals within the program and to 

community agencies. 
 
12. Provides learning experiences in language arts, physical education, art, music, health, and 

other subject matter suited to the developmental needs of children. 
 
13. Develops and uses instructional materials suitable for verbal or visual instruction of children 

with wide range of mental, physical and emotional maturity. 
 
14. Develops and reinforces in each child an awareness of his or her worth as an individual and 

his or her role in his or her family and community. 
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15. Encourages children to express themselves creatively in art, music and dramatic play. 
 
16. Provides individual and small group instruction designed to meet individual needs of children 

in communication skills, health habits, physical skills, and development of satisfactory self-
concepts. 

 
17. Enriches educational program through study trips to community resources such as 

museums, parks, etc., and through classroom visits by resource persons from the agency 
and community.  Shares and interprets these experiences with children and parents. 

 
18. Plans and coordinates with parents to obtain the maximum benefit from their efforts. 
 
19. Develops activities for parents, which promote parent participation and involvement in 

education activities provided for their child. 
 
20. Provides appropriate climate to establish and reinforce acceptable behavior, attitude, social 

skills, and conflict resolution skills. 
 
21. Cooperates with other professional staff members in assessing and helping children solve 

health, attitude and learning problems. 
 
22. Maintains professional competence through provided in-service education activities and self-

selected, professional growth activities. 
 
23. Selects and requisitions books, instructional aids, instructional supplies and food. 
 
24. Assists in the solicitation of in-kind goods and services for the program. 
 
25. Participates in curriculum and other developmental programs as required.  Participates in 
agency committees and the sponsorship of childrenôs activities. 

 
26. Maintains confidentiality of confidential information. 
 
27. Assists in providing or implementing services for all eligible Head Start and Early Head Start 

children from birth to five years of age. 
 
28. Performs such other tasks and assumes such other responsibilities as requested by the 

Educational Services Director or Executive Director. 
 
RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with children and parents to ensure goals of the program 
are being met and services are being provided. 
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 



560:4 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelorôs degree in Early Childhood Education or Social Services required. 
 

 Minimum two years experience in working with infant/toddlers or preschool children 
required. 

 

 Must have access to transportation for home visits. Must have a valid Virginia Driver's     
License and proof of auto insurance for work related driving use of own vehicle. 

 

 Within 30 days of employment must be CPR & First Aid certified.  
 

 Within 90 days of employment, must have a valid CDL driverôs license for ability to        
drive agency buses. 

 

 Understand social and economic background and developmental needs of children and 
families. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy. 
 

 Exhibits effective interpersonal and communication skills. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Early Head Start Home Visitor 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 70 pounds (The approximate weight of a large child) 
 2.  Carrying   Up to 70 pounds 
 3.  Pushing/Pulling   Up to 70 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling     X   

11. Climbing   X   

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   
X 

  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   
X 

  

5. Normal (Inside) Environment  X    

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells X Necessary  Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Early Head Start Lead Caregiver 
 
PERFORMANCE 
PROFILE SOURCE:  Direct Service Delivery 
 
DEPARTMENT:  Education Staff 
 
REPORTS TO:  EHS/HS Education Supervisor 
 
       Exempt   _ X _  Non-Exempt 

 
PRIMARY FUNCTION: 
 
Responsible for instruction, supervision and provision of appropriate activities of all enrolled 
children at a specified site. 
 
JOB GOAL: 
 
To function as primary caregiver to assigned children six weeks to three years of age; promote 
each childôs growth and development by planning and implementing developmentally 
appropriate experiences; create an environment in which children can develop personal 
relationships, make choices, solve problems, and develop age appropriate social and self-help 
skills.  Work to maintain a clean, safe and orderly physical center environment. 
 
KEY ROLES: 
 
Leadership 
 

1. Responsible for the delivery of the specified curriculum to Early Head Start children on 
behalf of Kids Central which meets the needs of the children and families in accordance with 
the Head Start Performance Standards. 

 
Resource Management 
 
1. Manage financial resources, controlling expenditures against budget, making 

recommendations for expenditures to purchase supplies and equipment. 
 
Marketing and Public Relations 
 
1. Participate in activities to maintain good public relations for Kids Central programs and 

services. 
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ADDITIONAL RESPONSIBILITIES: 
 
1. Assess the individual needs, strengths and interests of enrolled infants and toddlers. 
 
2. Plan and provide age and developmentally appropriate activities and experiences designed 
for all areas of a childôs development. 

 
3. Prepare and provide materials that are concrete, real and relevant to the children and their 

interests. 
 
4. Prepare the environment for the children to learn through active exploration and interaction 

with adults, other children and materials. 
 
5. Respond quickly and directly to childrenôs needs, desires and verbal/non-verbal messages 
adapting responses to the childrenôs differing styles and abilities. 

 
6. Facilitate development of self-esteem, trust and autonomy by expressing respect, 

acceptance and comfort for the children. 
 

7. Take care of all aspects of childrenôs personal needs. 
 
8. In collaboration with the parent develop appropriate goals and objectives for each child. 
 
9. Conduct on-going assessments of each childôs growth and development and update each 
childôs goals and objectives regularly. 

 
10. Incorporate IDP and IFSP/IEP goals and objectives into the center activities. 
 
11. Communicate regularly with parents utilizing newsletters, classroom calendars, EHS daily 

reports, and other means. 
 
12. Carry our authorized emergency and safety procedures and administer first aid as needed 
 
13. Plans and coordinates the work of assistants, parents, cooks, and volunteers in the 

classroom and on field trips in order to obtain the maximum benefit from their efforts. 
 
14. Maintains appropriate documentation of classroom, parent and volunteer activities as well 

as in-kind contributions. 
 
15. Completes appropriate paperwork in a timely manner as required. 
 
16. Completes two home visits per family per year. 
 
17. Develops activities for parents that promote parent participation and involvement in 

education activities provided for their children. 
 
18. Communicates regularly with parents by means of parent meetings, home visits and 

individual family conferences. 
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19. Interprets agency program to parents in order to strengthen parental understanding of the 
individual childôs needs and the agencyôs role in the individual childôs life. 

 
20. Cooperates with other professional staff members in assessing and helping children solve 

health, attitude, and learning problems. 
 
21. Creates an effective environment for learning through functional and attractive displays, 
interest centers and exhibits of childrenôs work. 

 
22. Maintains professional competence through in-service education activities provided and self-

selected, professional growth activities. 
 
23. Recommends cooking activities for the classroom. 
 
24. Participates in curriculum and other developmental programs as needed. 
 
25. Participates in agency committees and the sponsorship of childrenôs activities. 
 
26. Maintains confidentiality of all confidential information. 
 
27. Obtains in-kind contributions. 
 
28. Performs such other tasks and assumes such other responsibilities as requested by the 

EHS/HS Education Supervisor, Educational Services Director or the Executive Director. 
 
RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with children and parents to ensure goals of the program 
are being met and services are being provided. 
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelorôs degree in Early Childhood Education required. 
 

 Obtain Infant/Toddler CDA within one year of hire. 
 

 Experience in teaching, preferably in preschool. 
 

 Understands social and economic background and developmental needs of children and 
families. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy and performance 
standards. 
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 Demonstrates understanding of principles and functions of leadership and management. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Effective interpersonal and communication skills. 
 

 Working knowledge of computer and office technology. 
 

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, lifting of infants and toddlers weighing up to 40 pounds, participating in floor activities, 
bending at the waist, kneeling or crouching to maintain direct eye contact with the children, 
working on a computer station, and other standard job requirements.  All the duties of this 
position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER:  The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain or to be interpreted as 
a comprehensive inventory of all duties, responsibilities, qualifications, and objectives required 
of employees assigned to this job. 
 
 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Early Head Start Lead Caregiver 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 70 pounds (The approximate weight of a large child) 
 2.  Carrying   Up to 70 pounds 
 3.  Pushing/Pulling   Up to 70 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling     X   

11. Climbing   X   

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   
X 

  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   
X 

  

5. Normal (Inside) Environment  X    

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells X Necessary  Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  

 



562 

Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Home Visitor 
 
PERFORMANCE 
PROFILE SOURCE:  Direct Service Delivery 
 
DEPARTMENT:  Education Staff 
 
REPORTS TO:  EHS/HS Education Supervisor 
 
       Exempt   _ X _  Non-Exempt 

 
PRIMARY FUNCTION: 
 
Person responsible for the instruction of enrolled children and families in the home setting. 
 
JOB GOAL: 
 
To create a flexible developmentally appropriate program and class environment favorable to 
learning and personal growth of children; to motivate children to develop speech abilities, 
attitudes, skills, and knowledge needed to provide a good foundation for further participation in 
the total agency program, in accordance with each childôs ability; to build strong ties between 
home and agency; to establish good relationships with parents and with other staff members. 
 
KEY ROLES: 
 
Leadership 
 
1. Responsible for the development, implementation and annual update of the health/ nutrition 

program, ensuring that the health/nutrition component meets the needs of the children and 
families in accordance with the Head Start Performance Standards. 

 
Resource Management 
 
1. Manage financial resources, participating in the development of the annual budget. Control 

expenditures against budget, making recommendations for expenditures to purchase 
supplies and equipment.  

 
Partnership Development 
 
1. Develop collaborative partnerships with public, civic groups and social agencies within the 

community.  Represents the organization and interprets its objectives, standards and 
programs.  Support Board Committees, as assigned. 
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a. Serves as a liaison between the district and other educational agencies in the 

development, coordination, and implementation of new programs for instructional 
improvement. 

 
Marketing and Public Relations 
 
1. Participate in activities to maintain good public relations for Kids Central programs, services 

and activities.   
 
ADDITONAL RESPONSIBILITIES: 
 

1. Provides consistent home visits with personal transportation (minimum of 32 visits per 
enrolled family each program year). 

 
2. Recruits families using current recruiting procedures. 
 
3. Fosters and reinforces the belief in parents that they are the child's best teacher.  
 
4. Holds two monthly socialization activities for enrolled families.  
 
5. Conducts parent meetings and training. 
 
6. Completes appropriate documentation of home-base activities and enrolled families and 

children. 
 
7. Works with the parents to develop weekly home visits and weekly activity plans based on 

each child's assessment and identified family needs. 
 
8. Serves as liaison for families and makes appropriate referrals within the program and to 

community agencies. 
 
9. Provides learning experiences in language arts, physical education, art, music, health, and 

other subject matter suited to the developmental needs of children. 
 
10. Develops and uses instructional materials suitable for verbal or visual instruction of children 

with wide range of mental, physical, and emotional maturity. 
 
11. Develops and reinforces in each child an awareness of his worth as an individual and his 

role in his family and community. 
 
12. Encourages children to express themselves creatively in art, music, and dramatic play. 
 
13. Provides individual and small group instruction designed to meet individual needs of children 

in communication skills, health habits, physical skills, and development of satisfactory self-
concepts. 

 
14. Enriches educational program through study trips to community resources such as 

museums, parks, etc., and through classroom visits by resource persons from the agency 
and community. Shares and interprets these experiences with children and parents. 
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15. Plans and coordinates with parents to obtain the maximum benefit from their efforts. 
 
16. Develops activities for parents, which promote parent participation and involvement in 

education activities provided for their children. 
 
17. Provides appropriate climate to establish and reinforce acceptable behavior, attitude, social 

skills and conflict resolution skills.  
 
18. Cooperates with other professional staff members in assessing and helping children solve 

health, attitude, and learning problems. 
 

19. Maintains professional competence through in-service education activities provided and self-
selected, professional growth activities. 

 
20. Selects and requisitions books, instructional aids, instructional supplies and food.  
 
21. Assists in the solicitation of in-kind goods and services for the program. 
 
22. Participates in curriculum and other developmental programs as required. Participates in 

agency committees and the sponsorship of children's activities.  
 
23. Maintains confidentiality of confidential information. 
 
24. Assists in providing or implementing services for all eligible Head Start and Early Head Start 

children from birth to five years of age. 
 
25. Performs such other tasks and assumes such other responsibilities as requested by the 

Education Supervisor, Educational Services Director or Executive Director. 
 
RELATIONSHIPS: 
 

Internal:  Maintains close, daily contact with children and parents to ensure goals of the program 
are being met and services are being provided.   
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 

SKILLS/KNOWLEDGE REQUIRED:  

 

 Bachelor's Degree in Early Childhood Education or Social Services required. 
 

 Minimum of two yearôs experience in working with infant/toddlers or preschool children 
required. 

 

 Must have access to transportation for home visits. Must have a valid Virginia Driver's     
License and proof of auto insurance for work related driving use of own vehicle. 

 

 Within 30 days of employment must be CPR & First Aid certified.  
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 Within 90 days of employment, must have a valid CDL driverôs license for ability to        
drive agency buses. 

 

 Understand social and economic background and developmental needs of children and 
families. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy. 
 

 Exhibits effective interpersonal and communication skills. 
 

 Demonstrates knowledge of overall Head Start goals and philosophy. 
 

 Exhibits effective interpersonal and communication skills. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station, and other standard job requirements.  All  duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
                      Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Home Visitor 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 70 pounds (The approximate weight of a large child) 
 2.  Carrying   Up to 70 pounds 
 3.  Pushing/Pulling   Up to 30 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling     X   

11. Climbing   X   

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   
X 

  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   
X 

  

5. Normal (Inside) Environment  X    

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Classroom Teacher 
 
PERFORMANCE 
PROFILE SOURCE:  Direct Service Delivery 
 
DEPARTMENT:  Education Staff 
 
REPORTS TO:  EHS/HS Education Supervisor 
 
       Exempt   _ X _  Non-Exempt 

 
PRIMARY FUNCTION: 
 
Responsible for instruction, supervision, and provision of appropriate activities of all enrolled 
children at a specified site. 

 

Job Goal:  
 
To maintain a flexible, developmentally-appropriate program and class environment favorable to 
learning and personal growth of children; to motivate children to develop speech abilities, 
attitudes, skills, and knowledge needed to provide a good foundation for further participation in 
the total agency program, in accordance with each child's ability; to build strong ties between 
home and agency; to establish good relationships with parents and with other staff members. 
 

KEY ROLES: 
 
Leadership 
 
1. Responsible for the delivery of the specified curriculum to Head Start children on behalf of 

Kids Central which meets the needs of the children and families in accordance with the 
Head Start Performance Standards. 

 
Resource Management 
 
1. Manage financial resources, controlling expenditures against budget, making 

recommendations for expenditures to purchase supplies and equipment. 
 
Marketing and Public Relations 
 
1. Participate in activities to maintain good public relations for Kids Central programs and 

services.   
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ADDITONAL RESPONSIBILITIES: 
 
1. Provides learning experiences in language arts, physical education, art, music, health, and 

other subject matter suited to the developmental needs of children. 
 
2. Develops and uses instructional materials suitable for verbal or visual instruction of children 

with wide range of mental, physical, and emotional maturity. 
 

3. Develops in each child an awareness of his worth as an individual and his role in his family 
and community. 
 

4. Encourages children to express themselves creatively in art, music, and dramatic play. 
 

5. Provides individual and small group instruction designed to meet individual needs of children 
in communication skills, health habits, physical skills, and development of satisfactory self-
concepts. 
 

6. Enriches educational program through study trips to community resources such as 
museums, parks, etc., and through classroom visits by resource persons from the agency 
and community. Shares and interprets these experiences with children and parents. 
 

7. Plans and coordinates the work of assistants, parents, cooks, and volunteers in the 
classroom and on field trips in order to obtain the maximum benefit from their efforts. 
 

8. Maintains appropriate documentation of classroom, parent, and volunteer activities as well 
as in-kind contributions. 
 

9. Completes appropriate paperwork in a timely manner as required. 
 

10. Completes two home visits per family, per year. 
 

11. Develops activities for parents that promote parent participation and involvement in 
education activities provided for their children. 
 

12. Communicates regularly with parents by means of parent meetings, home visits, and 
individual family conferences. 
 

13. Interprets agency program to parents in order to strengthen parental understanding of the 
individual child's needs and the agency's role in the individual child's life. 
 

14. Plans appropriate activities for special needs children using IEP. 
 

15. Provides appropriate climate to establish and reinforce acceptable behavior, attitude, social 
skills and conflict resolution skills. 
 

16. Cooperates with other professional staff members in assessing and helping children solve 
health, attitude, and learning problems. 
 

17. Creates an effective environment for learning through functional and attractive displays, 
interest centers, and exhibits of children's work. 
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18. Maintains professional competence through in-service education activities provided and self-
selected, professional growth activities. 

 
19. Recommends cooking activities for the classroom. 

 
20. Participates in curriculum and other developmental programs as required. 

 
21. Participates in agency committees and the sponsorship of children's activities. 
 
22. Maintains confidentiality of all confidential information. 

 
23. Obtains in-kind contributions. 

 
24. Conforms to dress regulations of the agency. 
 
25. Performs such other tasks and assumes such other responsibilities as requested by the 

Head Start Education Supervisor, Educational Services Director or the Executive Director. 
 
RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with children and parents to ensure goals of the program 
are being met and services are being provided.   
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize KIDS Central, Inc. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Bachelor's Degree in Early Childhood Education required. 
 

 Experience in teaching, preferably in preschool. 
 

 Understands social and economic background and developmental needs of children and 
families. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy. 
 

 Demonstrates knowledge of overall Head Start goals and philosophy and performance 
standards. 

 

 Demonstrated understanding of principles and functions of leadership and management. 
 

 Working knowledge of human service delivery systems and resources. 
 

 Understanding of social and economic background and developmental needs of children 
and families. 

 

 Effective interpersonal and communication skills. 
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 Working knowledge of computer and office technology. 
 

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 

travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 

expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Classroom Teacher 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 70 pounds (The approximate weight of a large child) 
 2.  Carrying   Up to 70 pounds 
 3.  Pushing/Pulling   Up to 30 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling     X   

11. Climbing   X   

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   
X 

  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   
X 

  

5. Normal (Inside) Environment  X    

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells X Necessary  Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Bus Driver 
 
PERFORMANCE 
PROFILE SOURCE:  Direct Service Delivery 
 
DEPARTMENT:  Education Support Staff III 
 
REPORTS TO:  Teacher 
 
       Exempt   _ X _  Non-Exempt 

 
PRIMARY FUNCTION: 
 
Responsible for ensuring the safe and efficient transportation of children. 
 
KEY ROLES: 
 
Leadership 
 
1. Assist the classroom with the transportation needs of the program. 
 
ADDITONAL RESPONSIBILITIES: 
 

1. Operates the bus safely on assigned routes. 

 

2. Performs daily pre-trip and post-trip inspections on bus. 

 

3. Reports immediately, to a school bus garage mechanic, any unusual or suspicious problem 
or concern with the bus performance or the maintenance inspection. 

 

4. Follows program rules for conduct while operating the bus. 

 

5. Provides a positive, supportive environment for children riding the bus. 

 

6. Handles any emergency calmly and effectively. 

 

7. Communicates reliably with program staff and childrenôs parents, delivering messages to 
parents from staff as necessary. 

 

8. Maintains appropriate records as related to bus maintenance and operation and submits 
those reports in a timely manner to the designated personnel. 
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9. Conducts emergency safety and fire drills with the children each month. 

 

10. Obeys all traffic laws and mandatory safety regulations for school buses. 

 

11. Maintains appropriate discipline when children are on the bus. 

 

12. Keeps bus clean and on assigned schedule. 

 

13. Participates in required pre-service and annual training as required. 

 

14. Performs such other tasks and assumes such other responsibilities as requested by the 
Family and Community Partnerships Director or assigned Teacher. 

 
RELATIONSHIPS: 
 

Internal:  Maintains close, daily contact with children, Teacher, and parents. 
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Must be at least 21 years of age and have a High School Diploma or GED. 

 

 Must possess a valid operatorôs license, for a period of three years prior to employment. 

 

 Must be verified to have a safe driving record. 

 

 Requires Commercial Driverôs License with P and S endorsements. 

 

 Understands social and economic background and developmental needs of children and 
families. 

 

 Must hold, or obtain within one month of employment, a certificate in both First Aid and 
Safety, and CPR. 

 

 Must submit a record of an annual examination performed by a licensed doctor of medicine 
or osteopathy, establishing that employee possesses the physical ability to perform any job-
related functions with any necessary accommodations. 

 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, driving a bus, light lifting, and other standard job requirements.  All duties of this position 
are within the bounds and requirements of the Americans with Disabilities Act. 
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DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Bus Driver 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 70 pounds (The approximate weight of a large child) 
 2.  Carrying   Up to 70 pounds 
 3.  Pushing/Pulling   Up to 30 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling      X  

11. Climbing    X  

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

  
X 

   

2. Outside Work  X    

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

  
X 

   

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

  
X 

   

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells X Necessary  Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Bus Driver (Primary)/Classroom Assistant (Secondary) 
 
PERFORMANCE 
PROFILE SOURCE:  Direct Service Delivery 
 
DEPARTMENT:  Education Support Staff II 
 
REPORTS TO:  Teacher 
 
       Exempt   _ X _  Non-Exempt 

 
PRIMARY FUNCTION: 
 
Responsible for ensuring the safe and efficient transportation of children and assisting the 
Teacher with instructional activities. 
 
JOB GOAL: 
 
To assist the Teacher in maintaining appropriate classroom activities and environment in order 
that children may learn effectively. 
 
KEY ROLES: 
 
Leadership 
 
1. Assist the classroom with the transportation needs of the program. 
 
2. Classroom Assistant to the Teacher. 
 
ADDITONAL TRANSPORATION RESPONSIBILITIES: 
 

1. Operates the bus safely on assigned routes. 

 

2. Performs daily pre-trip and post-trip inspections on bus. 

 

3. Reports immediately, to a school bus garage mechanic, any unusual or suspicious problem 
or concern with the bus performance or the maintenance inspection. 

 

4. Follows program rules for conduct while operating the bus. 

 

5. Provides a positive, supportive environment for children riding the bus. 

 

6. Handles any emergency calmly and effectively. 
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7. Communicates reliably with program staff and childrenôs parents, delivering messages to 
parents from staff as necessary. 

 

8. Maintains appropriate records as related to bus maintenance and operation and submits 
those reports in a timely manner to the designated personnel. 

 

9. Conducts emergency safety and fire drills with the children each month. 

 

10. Obeys all traffic laws and mandatory safety regulations for school buses. 

 

11. Maintains appropriate discipline when children are on the bus. 

 

12. Keeps bus clean and on assigned schedule. 

 

13. Participates in required pre-service and annual training as required. 

 

14. Performs such other tasks and assumes such other responsibilities as requested by the 
Family and Community Partnerships Director or assigned Teacher. 

 

ADDITIONAL CLASSROOM RESPONSIBILITIES: 

 

1.  Participates in daily and long-range lesson and classroom activity planning. 

 

2. Conducts learning exercises with small groups of children. 

 

3. Guides children in working and playing harmoniously with other children. 

 

4. Alerts the Teacher to special needs of individual children. 

 

5. Provides escort and assistance to children as necessary. 

 

6. Helps maintain individual records for each child. 

 

7. Fosters good eating habits and table manners in children. 

 

8. Assists teacher in maintaining neat work areas. 

 

9. Assists with the supervision of children during regular play periods. 

 

10. Collects and displays suitable material for educational displays. 
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11. Assists with the supervision of children during emergency drills, assemblies, play periods  

and field trips. 

 

12. Maintains the same high level of ethical behavior and confidentiality of information about 
children as is expected of fully licensed Teachers. 

 

13. Conforms to dress regulations of the agency. 

 

14. Seeks in-kind contributions. 

 

15. Performs such other tasks and assumes such other responsibilities as requested by the 
Teacher. 

 
RELATIONSHIPS: 
 

Internal:  Maintains close, daily contact with children, Teacher, and parents. 
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Must be at least 21 years of age and have a High School Diploma or GED. 

 

 Relevant experience preferred. 

 

 Exhibits effective interpersonal and communication skills. 

 

 Must possess a valid operatorôs license, for a period of three years prior to employment. 

 

 Must be verified to have a safe driving record. 

 

 Requires Commercial Driverôs License with P and S endorsements. 

 

 Understands social and economic background and developmental needs of children and 
families. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy. 

 

 Must hold, or obtain within one month of employment, a certificate in both First Aid and 
Safety, and CPR. 

 

 Must submit a record of an annual examination performed by a licensed doctor of medicine 
or osteopathy, establishing that employee possesses the physical ability to perform any job- 
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related functions with any necessary accommodations. 

 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, driving a bus, light lifting, and other standard job requirements.  All duties of this position 
are within the bounds and requirements of the Americans with Disabilities Act. 
 
 
DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Bus Driver (Primary)/Classroom Assistant (Secondary) 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 70 pounds (The approximate weight of a large child) 
 2.  Carrying   Up to 70 pounds 
 3.  Pushing/Pulling   Up to 30 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling     X   

11. Climbing   X   

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   
X 

  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   
X 

  

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells X Necessary  Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Early Head Start Caregiver 
PERFORMANCE 
PROFILE SOURCE:  Direct Service Delivery 

 
DEPARTMENT:  Education Support Staff II 
 
REPORTS TO:  Lead Caregiver 

 
       Exempt   _ X _  Non-Exempt 

 
PRIMARY FUNCTION: 
 

Responsible for assisting the Lead Caregiver with instructional activities. 
 
JOB GOAL: 
 

To assist the Lead Caregiver in maintaining appropriate classroom activities and environment in 
order that children may learn effectively. 
 
KEY ROLE: 
 
Leadership: 
 
1.  Assistant to the Lead Caregiver. 
 
ADDITIONAL RESPONSIBILITIES: 
 
1. Participates in daily and long-range lesson and classroom activity planning. 
 
2. Conducts learning exercises with small group of children. 
 
3. Guides children in working and playing harmoniously with other children. 
 
4. Alerts the Lead Caregiver to special needs of individual children. 
 
5. Provides escort and assistance to children as necessary. 
 
6. Helps maintain individual records for each child. 
 
7. Fosters good eating habits and table manners in children. 
 
8. Assists the Lead Caregiver in maintaining neat work areas. 
 
9. Assists with the supervision of children during regular play periods. 



572:2 
10. Collects and displays suitable material for educational displays. 
 
11. Assists with the supervision of children during emergency drills, assemblies, play periods 

and field trips. 
 
12. Maintains the same high level of ethical behavior and confidentiality of information about 

children as is expected of fully licensed Lead Caregivers. 
 
13. Conforms to dress regulations of the agency. 
 
14. Seeks in-kind contributions. 
 
15. Performs such other tasks and assumes such other responsibilities as requested by the 

Lead Caregiver. 
 
RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with children, Lead Caregiver and parents. 
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Associateôs Degree in Childhood Education or related field. 
 

 Relevant experience preferred. 
 

 Understands social and economic background and developmental need of children and 
families. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy. 
 

 Exhibits effective interpersonal and communication skills. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER:  The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Early Head Start Caregiver 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 70 pounds (The approximate weight of a large child) 
 2.  Carrying   Up to 70 pounds 
 3.  Pushing/Pulling   Up to 30 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling     X   

11. Climbing   X   

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   
X 

  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   
X 

  

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Early Head Start Caregiver/Driver 
PERFORMANCE 
PROFILE SOURCE:  Direct Service Delivery 

 
DEPARTMENT:  Education Support Staff II 
 
REPORTS TO:  Lead Caregiver 

 
       Exempt   _ X _  Non-Exempt 

 
PRIMARY FUNCTION: 
 

Responsible for assisting the Lead Caregiver with instructional activities and may serve as Bus 
Driver or monitor as needed. 
 
JOB GOAL: 
 
Under the general supervision of the Early Head Start Lead Caregiver, functions as primary 
caregiver to assigned children six weeks to three years of age; promote each childôs growth and 
development by planning and implementing developmentally appropriate experience; create an 
environment in which children can develop personal relationships, make choices, solve 
problems, and develop age appropriate social and self-help skills.  Work to maintain a clean, 
safe and orderly physical center environment. 
 
KEY ROLES: 
 
Leadership 
 

1. Assists the Lead Caregiver. 
 
2. Bus Driver or Monitor. 
 
ADDITIONAL RESPONSIBILITIES: 
 
1. Assist the Lead Caregiver in assessing the individual needs, strengths and interests of the 

enrolled infants and toddlers. 
 
2. Assist the Lead Caregiver in planning and providing age and developmentally appropriate 
activities and experiences designed for all areas of a childôs development. 

 
3. Assist the Lead Caregiver in preparing and providing materials that are concrete, real and 

relevant to the children and their interests. 
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4. Assist the Lead Caregiver in preparing the environment for the children to learn through 
active exploration and interaction with adults, other children and material. 

 
5. Respond quickly and directly to childrenôs needs, desires and verbal/non-verbal messages 
adapting responses to the childrenôs differing styles and abilities. 

 
6. Facilitate development of self-esteem, trust and autonomy by expressing respect, 

acceptance and comfort for the children. 
 
7. Assist the Lead Caregiver in caring for all aspects of childrenôs personal needs. 
 
8. Assist the Lead Caregiver in collaborating with the parents to develop appropriate goals and 

objectives for each child. 
 
9. Conduct on-going assessments of each childôs growth and development and update each 
childôs goals and objectives regularly. 

 
10. Assist the Lead Caregiver in incorporating the childrenôs IDS and IFSP/IEP goals and 

objectives into the center activities. 
 
11. Assist the Lead Caregiver in communicating regularly with parents utilizing newsletters, 

classroom calendars, EHS daily reports and other means. 
 
12. Carry out authorized emergency and safety procedures and administer first aid as needed. 
 
13. Helps maintain individual records for each child. 
 
14. Fosters good eating habits and table manners in children. 
 
15. Assists the Lead Caregiver in maintaining neat work areas. 
 
16. Maintains superior level of ethical behavior and confidentiality of information about children 

as expected of all Kids Central staff. 
 
17. Obeys all traffic laws and mandatory safety regulations for school buses and maintains 

appropriate discipline when children are on the bus. 
 
18. Keeps bus clean and on assigned schedule and maintains appropriate records as related to 

bus maintenance and operation. 
 
19. Serves as Bus Monitor when necessary. 
 
20. Requests in-kind contributions. 
 
21. Performs such other tasks and assumes such other responsibilities as requested by the 

Lead Caregiver. 
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RELATIONSHIPS: 
 
Internal:  Maintains close, daily contact with children, Lead Caregiver and parents. 
 
External:  Maintains contact with external community groups, schools, parents and others to 
assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED: 
 

 Associateôs Degree in Early Childhood Education or related field. 
 

 Obtain Infant/Toddler CDA within one year of hire. 
 

 Commercial Driverôs License required with P and S endorsements. 
 

 Verified safe driving record and possession of a valid driverôs license for three years prior to 
employment. 

 

 Understands social and economic background and developmental needs of children and 
families. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy. 
 

 Exhibits effective interpersonal and communications skills. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
driving a bus, travel, lifting infants and toddlers weighing up to 40 pounds, participate in floor 
activities, bending at the waist, kneeling or crouching to maintain direct eye contact with 
children, work on a computer station, and other standard job requirements.  All the duties of this 
position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER:  The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted as 
a comprehensive inventory of all duties, responsibilities, qualifications, and objectives required 
of employees assigned to this job. 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Early Head Start Caregiver/Driver 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 70 pounds (The approximate weight of a large child) 
 2.  Carrying   Up to 70 pounds 
 3.  Pushing/Pulling   Up to 30 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling     X   

11. Climbing   X   

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   
X 

  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   
X 

  

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  
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Kids Central Incorporated 
POSITION DESCRIPTION 

 
 

TITLE:    Classroom Assistant 
PERFORMANCE 
PROFILE SOURCE:  Direct Service Delivery 

 
DEPARTMENT:  Education Support Staff II 
 
REPORTS TO:  Teacher 

 
       Exempt   _ X _  Non-Exempt 

 
PRIMARY FUNCTION: 
 

Responsible for assisting the Teacher with instructional activities.   
 
JOB GOAL:  To assist the Teacher in maintaining appropriate classroom activities and 
environment in order that children may learn effectively. 
 
KEY ROLE: 
 
Leadership: 

 
1.  Classroom assistant to teacher. 

 
ADDITONAL RESPONSIBILITIES: 
 
1. Participates in daily and long-range lesson and classroom activity planning. 

 
2. Conducts learning exercises with small groups of children. 

 
3. Guides children in working and playing harmoniously with other children. 

 
4. Alerts the teacher to special needs of individual children. 

 
5. Provides escort and assistance to children as necessary. 

 
6. Helps maintain individual records for each child. 

 
7. Fosters good eating habits and table manners in children. 

 
8. Assists teacher in maintaining neat work areas. 

 
9. Assists with the supervision of children during regular play periods. 

 
10. Collects and displays suitable material for educational displays. 
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11. Assists with the supervision of children during emergency drills, assemblies, play periods, 
and field trips. 
 

12. Maintains the same high level of ethical behavior and confidentiality of information about 
children as is expected of fully licensed teachers. 
 

13. Conforms to dress regulations of the agency. 
 

14. Seeks in-kind contributions. 
 

15. Performs such other tasks and assumes such other responsibilities as requested by the 
Teacher. 
 

RELATIONSHIPS: 
 
Internal:  Maintains close daily contact with children, Teacher and parents. 
 
External:  Maintains contact with external community groups, schools, parents and others  
to assist in resolving problems and to publicize Kids Central. 
 
SKILLS/KNOWLEDGE REQUIRED:  
 

 Associate Degree in Childhood Education or related field. 
 

 Relevant experience preferred. 
 

 Understands social and economic background and developmental needs of children and 
families. 

 

 Demonstrates knowledge of overall Head Start goals and philosophy. 
 

 Exhibits effective interpersonal and communication skills. 
 
PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:  The position requires movement, 
travel, light lifting, work on a computer station, and other standard job requirements.  All duties 
of this position are within the bounds and requirements of the Americans with Disabilities Act. 
 
DISCLAIMER: The information presented indicates the general nature and level of work 
expected of employees in this classification.  It is not designed to contain, or to be interpreted 
as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives 
required of employees assigned to this job. 
 
 
Signed by:_________________________________________________  Date:_____________ 
      Incumbent 
 
Approved by:_______________________________________________ Date: _____________ 
         Executive Director 
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Kids Central Incorporated 

Summary of Physical, Sensory and Environmental Requirements 
Needed to Perform Essential Job Duties 

 
Job Title: Classroom Assistant 
 
A. Physical Requirements  Explanation 
 1.  Lifting    Up to 70 pounds (The approximate weight of a large child) 
 2.  Carrying   Up to 70 pounds 
 3.  Pushing/Pulling   Up to 30 pounds 
 4.  Use of Equipment  Automobiles, office equipment 

 Continuously Frequently Occasionally Not At All Explanation 

5. Sitting  X    

6. Standing   X   

7. Walking   X   

8. Bending      X   

9. Stooping   X   

10. Crawling     X   

11. Climbing   X   

12. Reaching Above Head   X   

13. Grasping: 
 a. One Hand 

  
X 

   

 b. Both Hands  X    

14. Fine Manipulating: 
 a. One Hand 

  
X 

   

 b. Two Hands  X    

B. Environment Requirements 

 Continuously Frequently Occasionally Not At All Explanation 

1. Exposed To Marked Changes 
In Temperature 

   
X 

  

2. Outside Work   X   

3. Exposure to Dust, Fumes, 
Odors, Water, Etc. 

   
X 

  

4. Exposure to Biological, 
Mechanical, Electrical, and/or 
Chemical Hazards 

   
X 

  

5. Normal (Inside) Environment X     

C. Sensory Requirements 

1. Eyesight        Explanation 

 a. Normal/Corrected X Necessary  Not Necessary  

 b. Close Eye Work  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

2. Hearing      

 a. Normal Tones X Necessary  Not Necessary  

 b. Soft Tones  Necessary X Not Necessary  

 c. Other  Necessary X Not Necessary  

3. Distinguish Smells  Necessary X Not Necessary  

4. Distinguish Temperatures By:      

      a. Touch  Necessary X Not Necessary  

  b. Proximity  Necessary X Not Necessary  

 




