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PROFESSIONAL POSITION DESCRIPTION
Position Title: District Early Childhood and Youth Coordinator
Division: Muskie School of Public Service
Department: Cutler Institute for Health and Social Policy
Location: Portland, Augusta, or Orono
Schedule: Full Time, flexible
Reports to: Maine Roads to Quality Professional Development Network (MRTQ PDN) Technical Assistance Manager
 
_ 
_
STATEMENT OF THE JOB: The District Early Childhood and Youth Coordinator (DC) will serve as a resource to the early childhood and youth workforce in a designated district in Maine. The DC is an expert in early childhood and youth best practices ages birth through age 8 and is able to build strong relationships with practitioners to provide technical assistance in a variety of forms (web-based, on-site consultation, facilitation of peer-to-peer groups, coaching). The DC will partner with state and local partners to meet the needs of the early childhood and youth workforce in the district assigned and statewide when needed. The DC will work within a large staff team and work independently.
 
_ 
_ ESSENTIAL FUNCTIONS:
· Provide technical assistance (TA) including consultation, professional development and peer-to-peer networking to support early childhood and youth programs in achieving success in program quality, safety, and practitioner confidence and competence.
· Provide classroom and program consultation to support continuous quality improvement.
· Follow an established TA framework.
· Work with the Technical Assistance Manager to coordinate all aspects of technical assistance with Quality for ME standards and the MRTQ PDN career lattice and Registry.
· Schedule, conduct and document all consultation provided to programs. This includes conducting on-site visits, web-based, phone consultation, written correspondence or other modalities of technical assistance.
· Maintain documentation for timely and accurate reporting.
· Facilitate Communities of Practice in areas of the State.
· Provide training facilitation of MRTQ PDN training as appropriate.
· Maintain knowledge of current state and community resources available to children, families and practitioners.
· Participate in the delivery of presentations to practitioners, community groups and relevant stakeholders to explain and discuss the Technical Assistance System goals, activities and services
· Ability to work and interact effectively with a team of professionals both in-person and remotely.
· Ability to interact effectively with multiple teams within MRTQ PDN.

· Attend meetings, staffing, trainings and professional development activities as appropriate.

· Significant travel within and between districts.

· Flexible hours to meet the needs of the early childhood and youth workforce.

· Additional duties as assigned.

SPECIAL ESSENTIAL FUNCTIONS/RESPONSIBILITIES*:

· Ability to provide own transportation (fully-insured vehicle), provide proof of a valid driver’s license, and compliance with Maine law regarding vehicle insurance.

· Work on federally funded projects.


_ 
_ SUPERVISORY RESPONSIBILITIES: May have supervisory responsibilities

BUDGET RESPONSIBILITIES: none

PUBLIC AND PROFESSIONAL ACTIVITIES RELATED TO JOB PERFORMANCE:

Remains actively involved with professional organizations, maintains professional relationships with ECE and youth development peers. Collaborates with stakeholder groups across the state and maintains connections and relationships with National Professional Organizations.

INTERNAL AND EXTERNAL CONTACTS:

Internal: Maine Roads to Quality PDN staff, Cutler Institute staff, and USM staff as appropriate.

External: Statewide professional development groups, State and National partners.

KNOWLEDGE, SKILLS, AND ABILITIES:

· Knowledge of Family Child Care, Center-based Child Care, Out-of-School Time Care, Public preschool, Head Start.

· Knowledge of early childhood development.

· Skill in observation, assessment, relationship-based practice, adult learning theory, facilitation and evaluation.

· Ability to communicate effectively with a variety of practitioner types and personalities.

· Continuously build knowledge and skills to enhance the quality of TA practices.
· Recognizes how diverse identities influence experience and is aware of and acts to reduce personal biases.

· Promotes inclusion and employs culturally sensitive pedagogy.

· Strong attention to detail; ability to work on multiple tasks and meet deadlines.

· Excellent oral and written communication skills. Competent interpersonal skills and strong organizational skills.

· Follows established professional, ethical, and legal standards.

· Respects and maintains the confidentiality of children, families, and practitioners at all times.


QUALIFICATIONS:
Required:
· Bachelors in Early Childhood Education (ECE) or related degree

· Minimum of 5 years’ experience in ECE

· Experience working in Child Care settings

· Completion of required training specific to the position

· Successfully pass required background checks

Preferred:

· Master’s degree in ECE or related degree

· 5-10 years’ experience

· Training in Foundations of Relationship Based Consultation

· Knowledge of on-line training or distance learning expertise
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*NOTE: All individuals who are recommended to fill and subsequently offered a position with special essential responsibilities as checked above, or other licensure or certification, shall have the following additional applicable background screening completed (in addition to regular and standard background screening) based on the responsibilities of the position: Credit history screening, and/or Sex offender registry screening, and/or Federal criminal history screening and/or License/certification verification.

 
_
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