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York County Community Action Corp. 
Children’s Services 

Early Childhood Education Manager 
 

Job Description 
 

REPORTS TO: Assistant Director Children’s Services 
STATUS: Non Exempt, Full Time                                          PAY GRADE: 7 
EMPLOYMENT PERIOD: 52 weeks, 40 hours per week 
 
PURPOSE: The Early Childhood Education Manager functions as a management team member under 
the direction of the Assistant Director of Children’s Services, Provides direction and leadership for the 
Education and Disabilities Components. This position holds ultimate responsibility for the program’s 
education services, facilitating effective communication and flow of information to all staff around 
policy and program updates.  The Early Childhood Education Manager ensures the agency's full 
compliance with the Head Start Performance Standards. Initiates, nurtures and maintains linkages with 
community partners as a means to advance YCCAC’s mission in our client-centered environment. 
This person must be willing to travel and have own vehicle. Staff must show proof of a valid license and 
insurance annually.   
 
RESPONSIBILITIES: 
1. Assists educational staff and Site Coordinators in meeting the education component requirements 

in the Performance Standards for curriculum design and implementation. 
2. Provides supervision and guidance to staff and Site Coordinators regarding individualization within 

the curriculum for all children, including those with special needs.  
3. Oversees utilization of Creative Curriculum in all areas of development. 
4. Provides guidance and supervision to the Special Services Coordinator.  
5. Provides supervision to Head Start staff in public pre-k partnerships, in conjunction with the pre-k 

coordinator. 
6. Ensures that program planning includes all aspects of the State of Maine Early Childhood and 

Learning Guidelines, school readiness goals and Head Start Child Outcomes Framework.   
7. Conducts CLASS observations twice a year with feedback to classroom staff and Site Coordinators. 

Data will be used for program planning and staff development. 
8. Collects and evaluates the Child Outcomes data, presenting the findings to Policy Council and CAP 

Board.  Shares summary of data collected with each classroom and Site Coordinators, for program 
planning purposes. 

9. Oversees the kindergarten transition procedures in coordination with the Special Services 
Coordinator; coordinating with public school officials to enable a smooth transition for children and 
families.   

10. Meets quarterly with the monitoring team to analyze and discuss classroom data.  
11. Provides oversight for tracking staff training hours per the Head Start and State training 

requirements.  
12. Tracks individual teachers’ progress towards achieving Head Start educational requirements, as well 

as those for Maine Roads to Quality and Quality Rating System Registry. 
13. Continues individual professional development.  
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14. Collaborates with other State and Federal ECE Specialists to remain current on any new federal 
policy changes. 

15. Plans and provides orientation, pre-service and in-service training for staff with assistance and 
support from the Management Team, which is based on the individual needs of staff, child 
outcomes data, self-assessment results, and mental health and disabilities component observations 
at centers. 

16. As necessary, provides training for parents, substitutes, and volunteers in relationship to the 
educational component of the Birth to Five Program.  

17. Meets regularly with Assistant Director Children’s Services for supervision. 
18. Assists in the assurance of effective Head Start representation on local boards, committees, and 

task forces through participation with other community agencies under the direction of the 
Assistant Director Children’s Services.  

19. Participates in scheduled Management Team meetings. 
20. Takes a leadership role in hiring new education personnel.   
21. Completes other tasks as assigned, or as necessary to fulfill the position. 
 
In order to meet the needs of families and the program, staff must be available in the  evenings for 
parent meetings, recruitment efforts, home visits, etc., as necessary. 
 
In order to meet the Head Start mandates for the completion of health requirements, staff will be 
responsible for transporting children and families to appointments, in an agency vehicle, if all other 
resources have been exhausted. 
 
QUALIFICATIONS: 
1. The Early Childhood Education Manager must have a Bachelor's degree in Early Childhood 

Education or related field with an equivalent to a major relating to early childhood 

education, with experience teaching preschool-age children, an 081 certificate 
preferred. 

2. ECE Manager must have at least three years management experience including supervision of staff.  
3. Should possess and be able to demonstrate effective management and leadership skills and be 

willing to participate in job related training.  
4. Must be CLASS certified and/or become CLASS reliable; and maintain CLASS certification.  
5. ECE Manager must possess good organizational and communication (verbal and written) skills.  
6. Data input and data analysis experience is also required. 
7. Ability to effectively motivate and supervise employees with diverse capabilities and jobs; 
8.   Strong written and oral communication skills, as well as general management ability; 
9.   Must not have an active record of the System for Award Management (SAM) website; 
10. Proficient in Microsoft Office Suite, including Outlook; 
11. Confidentiality is a requirement of this position;  
12. Willingness and ability to travel occasionally in and out of state. 
 

Staff is responsible for welcoming parent and community volunteers to bolster partnerships and In-Kind 
donations, all staff are responsible for initiating and documenting donations. 

Qualifications and responsibilities are essential functions of the job. Essential functions (EF) are the work 
tasks that employers do not have to change when making reasonable accommodations. 
 
Responsibility for Safety and Health:  
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1.  Follow established standard and safety precautions in the performance of all duties. 
2.  Report to the Operations Manager any hazardous condition or equipment immediately. 
3.  Attend required safety trainings.   
 
Physical Requirement: 
Physical Essential Functions of the position 
Bending O Sitting  F  N (Not applicable) 
Carrying O Standing O  O (Occasionally) on/off up to 3 hrs. per day 
Driving  O Talking  F  F (Frequently)  on/off up to 6 hrs. per day 
Handling O Walking O  C (Constantly) all the time, over 6 hrs. per day 
Hearing F Lift/Carry 
Keyboarding O 40 lbs. or less O 
Kneeling O Push/Pull 
Reaching O 20 lbs. or less O 
 
No job description can define completely all aspects of a particular position.  This job description in no 
way states or implies that these are the only duties that you will be required to perform.  The omission 
of specific statements of duties does not exclude them from the position if the work is similar, related, 
or is an essential function of the position. 
 
I will obtain an initial health examination upon an offer of employment that includes a screening for 

Tuberculosis. Employee is responsible to have a physical every other year at own expense and on own 

time.  A physical form provided by the Central Office must be filled out and signed by the physician, 

then returned to the Health and Nutrition Manager. I will ensure that I receive periodic re-examinations 

and/or screenings as recommended by my health care provider.  

 

In addition, as required by state licensing, for staff born after 1956, the facility shall obtain and have 

available a Certificate of Immunization for measles, mumps, rubella, tetanus and diphtheria.  A 

laboratory blood test proving immunity may also be accepted.  Documentation of immunity against 

measles, mumps, and rubella is not required for staff born prior to 1957.  No person shall be required 

to provide such documentation if she/he provides in writing the opposition for sincere religious reasons 

or philosophical reasons or provides written documentation from a physician that such immunization is 

medically inadvisable. 

I have read this job description and fully understand the requirements set forth therein.  I hereby 
accept the position of EARLY CHILDHOOD EDUCATION MANAGER and agree to abide by the 
requirements set forth and will perform all duties and responsibilities to the best of my ability.   
 
I further understand that my employment is at-will.  I understand that my employment may be 
terminated at-will by the facility or myself with or with-out notice.  I further understand that should I 
desire to resign a two (2) week notice is necessary, and that failure to work through that notice would 
lead to a loss of eligibility for rehire at York County Community Action Corporation. 
 
 
I certify that I have read and received a copy of the job description for the Head Start Early Childhood 
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Education Manager.  I understand that this job description may change at management’s discretion. I 
meet the required qualifications for this job and can perform the essential functions, with or without, 
reasonable accommodation.  I understand the duties and agree to carry out these responsibilities as 
presented.   
 
       ____________________________________ 
 Employee (print) name 

___________________________________         _______________ 
 Employee’ Signature      Date 
 
I have thoroughly discussed the job description and expectations of this position with the employee 
whose signature appears above. 
 
       ______________________________________  _________________ 
 Supervisor’s Signature      Date 


