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WICAP JOB DESCRIPTION  

TITLE:  Administrative Advisor

PROGRAM:  Head Start Prenatal to 5

RESPONSIBLE TO: Head Start Director

POSITION SUMMARY:  Performs all job responsibilities in a safe manner. Ensures a safe learning and working environment.  Assists the Head Start Director in planning, coordinating, and implementing Head Start performance standards and program objectives.  Supervises the Support Services Assistant. Ability to problem solve.   Be a coach and team player. 

PHYSICAL/MENTAL ABILITIES AND PROCESSES:
· Determine and prioritize workload with ability to work independently.

· Strong computer literacy, keyboard skills (Word processing, database and spreadsheets, Internet and e-mail use required.)

· Frequent sitting for long periods using computer keyboard, telephone and other office machines.

· Problem solving skills particularly in technical areas.

· Facilitates collaboration among all administrative staff. 
· High level of accuracy and attention to detail.
· Occasional lifting in excess of 30 lbs., stooping, bending, standing and reaching.

QUALIFICATIONS:  

1. Two years experience in a supervisory role.

2. Two years office management experience in a multi-task setting.

3. Type a minimum of 55 words per minute.

4. Experience in maintaining detailed records on a computer system.

5. Experience in data entry and Microsoft Office Suites software or comparable word processing software.

6. Experience in planning, developing and implementing projects/systems.

7. Experience in budget development and monitoring desirable.

8. Valid Driver’s License and access to a privately owned vehicle with liability insurance for use in completing work responsibilities as required. 

9. Strong working knowledge of modern office communication systems:  E-mail, voice mail, IBM compatible computer system, and the ability to operate various office equipment:  Computers, fax, photocopy, etc.

10. Ability to maintain records on a computer system or willing to learn good verbal and written communications skills.

11. Adult and Pediatric CPR and First Aide Certifications strongly encouraged.

12. Bilingual in English and preferably Spanish desirable, but not required. The primary language in the workplace is English.

13. No prior convictions of child abuse/neglect.  Health and Welfare Background Clearance.

14. Physical and TB screen upon hire.

· Documented on-the-job Head Start education and/or experience may be used as an equivalent to some of the experience qualifications.

EMPLOYMENT CONDITIONAL UPON RESULTS OF THE FOLLOWING:
· Criminal History Registry
· Successful Drug and Alcohol Screening
· Successful Physical Capacities Examination and TB screen results.
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RESPONSIBILITIES:
1. Ensure safety is a priority in performing all job responsibilities. Provide safety training and ensure the safety policy is adhered to.

2. Supervise Support Services Assistant.  Assist in all program activities to ensure that Head Start performance standards and the procedures for developing and implementing a sound Head Start program are met and implemented.

3. Develop and/or maintain an evaluation system to monitor budget expenditures.

4. Coordinate ordering of office supplies, materials, and equipment in a cost-effective manner.

5. Perform office management functions, ensuring that requirements and deadlines are met.

6. Perform or arrange for individual and in-service staff training.

7. Attends all staff meetings, Policy Council Meetings and workshops as requested.

8. When nominated and elected by the Policy Council, serves as recording secretary for the Head Start Policy Council.

9. Update staff regularly on agency/program changes.

10. Update and revise content area plans as needed or required.

11. Assist in the formulation, reproduction and distribution of program information.

12. Keep current and accurate records.

13. Follow step-by-step activities as outlined in content area plans and policies and procedures.

14. Maintain current, valid driver’s license and liability insurance at all times on any personal vehicle used to conduct WICAP business.

15. Perform other relevant responsibilities as required by the program.

16. Model the Respectful Workplace Policy when interacting with WICAP customers, community members and colleagues.

17. Participate in professional development, sometimes off-site, at the request and support of supervisor.

18. Must be responsible, able to handle confidential material, able to organize effectively and able to work independently.

19. Assure that a positive image of WICAP is portrayed at all times.

HOURS:





SALARY RANGE:  

Status – Exempt 50-52 weeks per year
 

$2,022.16 - $2,867.34 per month 

May include nights and weekends.




ENTRY SALARY:








New Employees start at the entry-level salary

Additional Compensation for qualifying degrees

HEAD START MISSION STATEMENT:

We will enhance the lives of families, staff, and the community by working together to provide an environment for learning and growing, thus promoting opportunities to meet life's changes!

Policy Council Approval: 06/24/2008
  Board Of Directors Approval: 06/26/2008
