JOB TITLE:   NM GRADS State Child Development Center Consultant
SUMMARY OF POSITION:  The Child Development Center Consultant will oversee the NM Graduation, Reality And Dual-role Skills (GRADS) Child Development Centers in the state, make yearly review and technical assistance visits as needed, provide the NM GRADS network of Child Development Center Directors with news and changes in the regulations for the centers, provide support to start or enhance current child development centers, provide one annual Child Development Center training for GRADS Child Development Centers, attend conferences, and/or meetings as funding allows. 
SUPERVISOR: NM GRADS Co-Directors
EDUCATION:
REQUIRED: 
· Bachelor’s Degree in an educational program of studies related to early childhood.
· The first of three AA level Early Childhood Program Administration courses in the Early Childhood Program Administration career pathway: Program Management 1 / or National Administrator Credential (NAC).
EXPERIENCE: 

REQUIRED:
· 2 years working in a Birth to 3 child development center setting, with knowledge of child development center licensure.

PREFERRED: 
· 3 or more years working in a Birth to 3 child development center setting, with knowledge of child development center licensure.
CERTIFICATE/LICENSE:  As stated above under Educational Requirements. 

ESSENTIAL FUNCTIONS AND RESPONSIBILITIES: 
· Provide technical assistance, resources, and professional development toward meeting guidelines for the Child Development Center component of the NM GRADS System. 
· Provide annual site visits to GRADS Child Development Centers with new directors (or new sites). Visit other sites as necessary/requested as funding allows.
· Organization of a yearly GRADS system state wide Child Development Center Training focused on identified needs for Centers
· Represent NM GRADS at state and national Child Care Conferences and workshops as funding allows. 
· Update Child Development Directors and the NM GRADS state staff about relevant issues pertaining to child development center components. 
· Investigate and disseminate information to Child Development Centers about alternative funding streams, curricula, regulations and updates a minimum of once per quarter.
· Disseminate annual updates for Child Development Center Manual.
· Collaborate with NM GRADS Associate Director of Finance to determine annual appropriations for GRADS Child Care Centers.

· Collaborate with NM GRADS Office Manager to maintain: (a) a current matrix of accurate information of the CCC Directors, and (b) all records pertaining to the Child Care funding and enrollment at individual centers, and (c) a current inventory of NM GRADS purchased child care resources.

· Update state NM GRADS State Staff and mentors of relevant issues pertaining to Child Care Component.
· All other duties as assigned by the GRADS Co -Executive Directors.
KNOWLEDGE, SKILLS & ABILITIES REQUIRED: 
· Effective written and oral communication skills.
· Competency in the use of basic computer skills and software. 
· Willingness to participate in cross training in other GRADS program components.
WORKING CONDITIONS AND PHYSICAL EFFORT: Mostly inside work, traveling throughout the state, some overnight trips, facilitating and/or helping with NM GRADS Trainings in or off-site, and some lifting of materials when traveling or during training preparation.
TERMS OF EMPLOYMENT (LENGTH OF CONTRACT): 1/3 time position for 185 days.  
EVALUATION PERFORMED BY:  NM GRADS Co-Directors.
Socorro Consolidated Schools provides all training required by OSHA to ensure employee safety.
SIGNATURE My signature below acknowledges that I have read the above job description and agree that I can perform the responsibilities and meet the requirements as presented. I understand this job description provides a general outline of job responsibilities and requirements and is not intended to be all-inclusive. I also understand that job responsibilities and requirements may change at any given time based on organizational or departmental needs. 
	______________________
	______________________
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	Date




July 2015

