2-8-91 CH LD CARE CENTER DI RECTOR, 2491

Summary of Duti es: Pl ans, coordi nates, supervises, and conducts a
child care programin conpliance with state and | ocal regulations at a
Gty operated, State |licensed pre-school, school age or conbi nation
day care center; assigns, reviews and eval uates the the work of child
care enpl oyees engaged in the care and supervision of child care
participants; applies sound supervisory principles and techniques in
bui I ding and naintaining an effective work force, and fulfills
affirmative action responsibilities.

D sti ngui shi ng Feat ures: A Child Care Center Director is responsible
for the conplete operation of a child care programat a facility
licensed for this purpose. A Child Care Center Director differs from
a Recreation Director or Senior Recreation Drector in that the
primary responsibility of a Child Care Center Director is to provide
and supervise child care, while a Recreation D rector or Senior
Recreation Director nmay be responsible for an entire recreation center
and programrecreational activities for a community. An enpl oyee of
this classification receives witten and verbal assignnents and
supervises Child Care Associates and part-tinme staff of a child care
program

| ncunbents in the class of Child Care Center Drector, as bona fide
supervi sors, are distinguished fromlead workers in that they are
responsi bl e for the performance of the full range of supervisory
activities including: application of discipline, processing and
resol ution of grievances, evaluation of perfornmance and approval of
time of f requests.

Exanpl es of Duties: A Child Care Center Director plans and inplenments
a child care program based on State regulations, Gty regul ations, and
departnent policies and procedures; supervises the research and

organi zation of a schedul e of age-appropriate activities that devel op
notor, creative, learning, and social skills and that reflect the

soci oeconom ¢ and ethnic characteristics of the service area;

supervi ses expl anation, denonstration, and conduct of ganes and
activities including nusic, dance, drama, arts and crafts, and
storytelling; organizes, supervises, and assists children in

conpl eting school homework activities; controls behavior of children
who are program participants and enforces rul es and di scipline as
outlined in the discipline procedure applicable to participants and
gives first aid and naintains first aid equipnent.

Recruits and sel ects day care center staff in conpliance with State

and Gty regul ations; supervises and trains Child Care
Associates and part-tine staff on State and Gty Regul ations an
Department procedures and standards; assigns staff to activities;
and directs and evaluates the work of subordinates. Supervise
and assists in daily facility set-up and nai ntenance, includin
arranging chairs and tables, play equipnment and the designate
rest area; oversees clean-up by staff and children; and request
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changes, rearrangenent or repairs of equipnent and facilities.

Mai ntai ns records, including enrollnment and attendance, check-in and
check-out systens, behavioral reports on program participants,
resource and referral files, plans of operation, personnel files of
staff, and health and identification records for participants.

Reports and records accidents and special occurrences according to
State and Gty guidelines, schedul es parent conferences, and prepares
staf fing schedul es, van pick-up schedul es, requisitions for supplies,
and tinme sheets. Mets wth evaluators fromthe State Departnent of
Soci al Services and ensures that facility records are in conpliance
with State regulations. Collects, accounts for and transmts program
fees and conpletes related records in accordance w th Depart nent
policies and procedures. Enforces proper registration of participants
in prograns by ensuring that participants neet applicable State of
California Department of Education eligibility requirenents.

Devel ops a public relations plan to informthe community of services
and activities; meets with community nmenbers and organi zati ons; and
recruits, trains and directs volunteers for the child care program
communi cates equal enploynent/affirmative action information to

enpl oyees; applies job-related criteria in selecting, orienting,

assi gning, training, counseling, evaluating, and disciplining
subordi nates; assists enployees in preparing for pronotion as
described in the GQty's Affirmative Action Program and nay
occasionally be assigned to other duties for training purposes or to
meet technol ogi cal changes or unexpected energenci es.

Qualifications: A good know edge of the State of California manual of
policies and procedures for Day Care Centers and a good know edge of
the specific regulations which apply to the child care facility as it
relates to staff, participants and the physical plant. A good

know edge of principles and practices applicable to planning,
organi zi ng, conducting and coordinating recreational activities at a
child care center; a good know edge of a wide variety of play,
recreation and craft activities and equi prent suitable for children of
various ages, interests and capabilities.

A good know edge of the potential hazards at nunicipal recreation
facilities, including swmng pools; a good know edge of safety
principles and practices applicable to nunicipal recreation
facilities; and working know edge of first aid principles and

t echni ques.

A good know edge of principles and practices of public relations an
publicity,; a good knowedge of principles and practices o
supervision; and a general know edge of laws and regulations relate
to equal enploynment opportunity and affirnative action.

A good know edge of supervisory principles and practices including
pl anni ng, del egating and controlling the work of subordinates; a good
know edge of techniques of training, instructing and evaluation o
subordinate work performance; a good know edge of techniques fo
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counseling, disciplining, and notivating subordi nate personnel; a good
knowl edge of the procedures of grievance handling; a good know edge of
supervisory responsibility of EEQAA as set forth in the Gty
Affirmative Action Program a good know edge of effective safet
princi ples and practices; a working know edge of nmenoranda o
understanding as they apply to subordinate personnel; a genera
know edge of Gty personnel rules, policies and procedures;

The ability to apply State regulations as they relate to all aspect
of child care; to organize, conduct and direct play and recreatio
activities for children of various ages and ethnic groups; the ability
to naintain operating records and assist in preparing narrativ
reports and recommendations; to speak clearly and effectively i
public; to pronote and publicize services to the public; to dea
tact fully with co-workers, supervisors, children and the public; an
to understand and follow oral and witten instructions.

The ability to establish and maintain a work environment to enhanc
both enployee norale and productivity; the ability to apply soun
supervisory principles and techniques; and the ability to fulfil
supervisory affirmative action responsibilities as indicated in th
Aty's Affirmative Action Program

Requi renent s: A four year degree from a recognized college o
univeristy wth a major in Early Gildhood Education or Chil
Devel opnent, including at |east three (3) senester or five (5) quarter
units in program admnistration or staff relations, and one (1) yea
of full-tinme teaching experience in a licensed day care center o
conpar abl e group child care program

Mist be eighteen years of age.

Li cense: A valid California driver's license and a good drivin
record are required.

Physi cal Requirenents: Strength, coordination, body novenents an
agility, and equilibriumas required to denonstrate and participate in

games, sports and rhythmc activities involving running, bending

stooping and throwi ng novenents; speaking ability as required t

conduct training sessions; nornmal hearing; and nornmal vision
corrected if necessary, including normal color perception. I

additi on, a negative test for tuberculosis within the last twelv

nmonths is required.

Persons with nmedical limtations may, w th reasonabl e accommodati ons
be capable of performng the duties of sone of the positions in th
cl ass. Such determnation mnmust be nade on an individual basis i
light of the person's |limtations, the requirenents of the position
and the appointing authority's ability to effect reasonabl
accommodat i ons.

As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
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specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
all of the duties and responsibilities of any
posi tions shall be.



