CITY OF GRAND JUNCTION

BUYER
CITY OF GRAND JUNCTION

DAYCARE DIRECTOR


Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class.  Specifications are not intended to reflect all duties performed within the job.


DEFINITION

Supervise, assign, review and participate in the work of staff responsible for providing a childcare facility within the Parks and Recreation Department for City of Grand Junction employees; promote quality childcare standards; establish and sustain a positive learning environment, implement goals and objectives; perform a variety of administrative tasks in support of the childcare facility and related childcare responsibilities.


JOB CLASSIFICATION
Exempt, Safety Sensitive.

SUPERVISION RECEIVED AND EXERCISED 

Receives direction from Recreation Supervisor.

Exercises direct supervision over childcare staff.


PRIMARY DUTIES--The following are examples of primary duties assigned to positions in this classification.  Other related duties and responsibilities may be assigned.

1. Responsible for oversight of the childcare facility including hiring of teachers and aides, adhering to childcare standards and regulations, ensuring proper safety standards, foster an educational and nurturing childcare setting, maintain the highest of childcare standards; communicate to families and oversee the registration and intake of all children.
2. Plan, prioritize, assign, supervise and review the work of assigned staff; participate in the selection of assigned staff; provide or coordinate staff training; align employees with proper practices; implement disciplinary procedures.

3. Organize, coordinate, implement and supervise the day-to-day operations of the childcare facility; establish schedules and methods for providing quality child care; verify and validate expenses and payroll; maintain facility calendars; submit reports as required; participate in the development of policies and procedures for the child care facility.
4. Work onsite to instruct or assist with classroom activities and to monitor operations and activities; communicate directly with child care families; oversee classroom educational programming, manage and coordinate curricula that complies with stated and federal requirements. 
5. Monitor child care compliance with applicable laws, rules and safety regulations related to the Office of Early Childhood.
6. Maintain records and develop reports concerning the child care facility and program effectiveness; manage records for registrations and fees collected; maintain and file accident reports; prepare usage reports, as required.
7. Serve as a liaison to supervisory staff, employees, the general public, child care families, advisory groups, and other groups; attend all assigned training’s, meetings and special committees; represent the child care facility and provide professional advice related to child care programming as needed.
8. Prepare, monitor and track child care facility budget; locate, write and track grants related to assigned programs; submit budget requests; prepare and submit supply and material requests as needed.
9. Attend and participate in professional group meetings; stay abreast of new trends and innovations in the field of child care services.
10. Perform other duties of a similar nature or level.

QUALIFICATIONS

Knowledge of:

Principles of supervision and training.
Operations, services, and activities of childcare facilities.
Principles and practices of childcare development and implementation. 
Principles of budget preparation and administration.
Marketing theories, principles and practices and their application to childcare.
Grant writing methods and practices.
Classroom equipment and educational supplies used in childcare settings.
Principles and practices of emergency medical response, CPR/First Aid and other required trainings for a childcare setting. 
Occupational hazards and standard safety precautions.
Modern office technology and equipment, including computers and related software applications.
Applicable tools and equipment operations.
Applicable Federal, State and local codes, laws and regulations.


Ability to:

Oversee, direct and coordinate the work of assigned staff.
Recommend and implement goals, objectives and practices for providing effective and efficient recreation programs.
Elicit community and organizational support for the childcare facility.
Interpret and explain City policies and procedures.
Respond to emergency situations and perform care as necessary.
Locate and write grants for specified programs.
Respond to requests and inquiries from the general public and City employees. Communicate clearly and concisely, both orally and in writing.
Establish and maintain effective working relationships with those contacted in the course of work.
Speak, read, comprehend, and write the English language fluently.



Experience and Training Guidelines
Minimum requirements:

Experience:
Two (2) years of experience in the coordination or implementation of recreational or childcare programs.

Training:
Bachelor's degree from an accredited college or university with major work in recreation administration, leisure studies, elementary education, child development, family studies or a related field.

[bookmark: _Hlk93574009]Must meet appropriate Director requirements/qualifications for a Large Childcare Center and provide all documentation as required by the State of Colorado’s Department of Human Services (7.702.43) upon hire.

Other combinations of experience and education that meet the minimum requirements may be substituted.

License or Certificate
Possession of, or ability to obtain, a Director qualification letter or certificate issued by the State of Colorado’s Department of Human Services, or a Current Early Childhood Professional Credential Level 3 or High Version 3.0
Possession of, or ability to obtain, a valid Colorado driver's license.
Possession of, or ability to obtain, a valid CPR/First Aid certificate.
           Possession of, or ability to obtain, the City of Grand Junction Leadership Track certification within two (2)    years of appointment.


WORKING CONDITIONS

Environmental Conditions:

The job is performed in the following working environment:

Office environment; exposure to computer screens.

Field environment.


Physical Conditions:

The job is characterized by:

Light Work: Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force frequently, and/or a negligible amount of force constantly to move objects. If the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for Light Work.

The following physical activities are very or extremely important in accomplishing the job's purpose and are performed on a daily basis:

While performing the duties of this job, the employee is required to sit for prolonged periods. The employee is regularly required to see, hear, talk, stand, twist, and use repetitive motions in the conduct of work. The employee is also required to perform light lifting.
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