Position Description 

	Marcy-Newberry Association Inc. (MNA) was established with a mission to address the needs of West Side communities of Chicago by developing, managing and operating groups and individual programs to: Stimulate self-determination, empowerment, self awareness, community development and revitalization, human dignity and racial pride: 

	Job Title:
	Site Director
	Date:
	11/09/2011

	Reports to: Director of Program Operations
Job Description: Under the direct supervision of Director of Program Operations, the Site Director is responsible for assuring Head Start Performance Standards, Department of Illinois Licensing Standards for Day Care Centers and Marcy Newberry Association Policies and Procedures and standards for excellence are met on a daily basis.  In addition, the Site Director has oversight of the facility management and to assure high quality program as related to the total family. 


	· Provides guidance and leadership to staff to emphasize the importance of the program achieving high standards of quality, internally and through private and public sectors.
· Monitors the implementation of responsibilities of staff through observation, weekly/monthly meetings, team meetings and review files and documentation.
· Conducts staff performance evaluations and development plas.

· Assures that all center-level documentation and reports are completed, up-to-date, and accurate.

· Facilitates the continuing professional development of all staff as part of the commitment to excellence.

· Maintain effective, appropriate communication with Director of Program Operation and Marcy Newberry Association Coordinators.

· Provides and/or secures trainings and technical assistance for all staff.

· Assures remediation of any non-compliance found and incorporates recommendations into planning for improvement of the program.

· Hears and resolves community complaints about the program, seeking input from staff, parents, MNA Coordinators, etc., as needed.

· Carries out the function delineated in procedures for staff grievances.

· In conjunction with Education Coordinator, assures that classrooms and teaching staff are in compliance with Head Start Performance Standards and Licensing Standards.

· Attends meetings and training to keeps abreast of developments in comprehensive early childhood programs.

· In conjunction with the Family Community Partnership Coordinator, assures that the program serves the number of eligible children.

· Works with other organizations in community to foster collaboration as defined by Head Start Performance Standards, Licensing Standards and MNA Policies and Procedures.

· Perform other duties as related to position or the Director of Program Operations.

	Job Placement:
	On-Site Child Care Facility 
	 Industry:
	Social Services

	Employment Status:
	Full-time 
	Job Nature:
	Early Childhood Development

	Required Qualifications:

	· Baccalaureate or Advanced Degree in Early Childhood Education with a minimum of two years experiences as a Head Start/Pre-K Teacher or Head Start Management/Supervisory Skills;
· or, Baccalaureate or Advance Degree in a related field, Social Welfare, Human Resources, Day Care Administration or Social Sciences, and a minimum of two years of pre-school management along with 30 Early Childhood Education credit hours.

	Physical Demands:

	The physical demands describe here representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions

· While performing the duties of this job, the employee is regularly required to talk or hear.  The employee is frequently required to sit, stand and walk

· The employee is frequently required to work in and visit offices in the city and the suburbs and must be able to transport himself/herself to various locations 

· The employee must regularly lift and/or move up to 10-15 pounds, frequently lift and/or move up to 20-30 pounds, and occasionally lift and/or move more than 40 pounds. Specific vision abilities required by this job include close vision, distance vision, depth perception and ability to adjust focus

	URL:
	www.marcy-newberry.org
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