DOWN EAST PARTNERSHIP FOR CHILDREN

POSITION:


Subsidy Program Manager

REPORTS TO:

Program Director
CLASSIFICATION:

Exempt
HOURS PER WEEK:
40 Hours
DATE:


________________________________________
APPROVED:


________________________________________








Executive Director

PRIMARY PURPOSE:

Serves as the primary manager of the DEPC Child Care Resource and Referral (CCR&R) –Coordinated Subsidy Program, which includes implementing and overseeing the Child Care Scholarship Program and NC Pre-K Program.  Coordinates community planning and program development in the area of child care subsidy and funding streams, including the Coordinated Subsidy Workgroup. Participates in DEPC’s program management team.  
ABILITIES NEEDED:

· Strong written and verbal communication skills
· Excellent organizational skills
· To manage multiple priorities
· Strong interpersonal skills
· Detail oriented
· To work independently but be able to work as a team.
· Strong collaborator
· Excellent process management skills
WORK EXPERIENCE REQUIREMENTS:

· Five (5) years experience in early childhood program services, preferably with a focus on system design, change, and program implementation.
· Strong understanding of child care finance issues in NC and nationally
· Strong understanding of child development
· Group facilitation experience
· Supervisory experience
· Superior business and financial skills
· Proficient in computer skills
· Non-profit experience preferred.
ESSENTIAL RESPONSIBILITIES: 
A. Child Care Subsidy:
1. Maintains local child care finance data and funding streams  for planning and implementation purposes.
2. Provides supervision and oversight of the Scholarship and NC Pre-K Programs and staff.
3. Collaborates with the Program Director, Internal Personnel, and community partners to design policies that contribute to the creation of a professional early education workforce by coordinating professional development and a management skills training network specific to child care providers and the early education pipeline. 

4. Facilitates the planning and implementation of new funding streams. 

5. Oversees the coordination with Family First  for parents who are not eligible for DEPC Scholarship Program to assist parents in obtaining funding for child care.
6. Responsible for the provision of DEPC subsidy outreach materials distribution:  brochures, flyers, and applications

7. Responsible for the completion of reports for Scholarship/NC Pre-K Programs; Smart Start quarterly reports,  monthly TANF/MOE reports as needed, annual plan reporting and any other required reports by funding sources.
8. Oversees the Coordinated Subsidy waiting list process for all funding streams through the coordination and collaboration of the Coordinated Subsidy Workgroup and the facilitation of Coordinated Subsidy Workgroup meetings. 

  B.  
Financial Responsibility:

1. Oversees the development of all bid applications related to the subsidy programs including managing the bid process and collecting program information.  
2. Responsible for monthly financial reports for each subsidy program.  Reviews these reports for accuracy and spending patterns and submits these reports to the Program Director for approval.  
3. Maintains budgets for subsidy program and tracks purchase of services monthly.  

4. Responsible for the oversight of annual site visits to all subsidized programs.  Monitors program staff documentation to ensure programmatic compliance.  Prepares action plans if any programmatic or financial issues are identified.

5. Oversees compliance and revisions to all subsidy program policy and procedures.
C.
Provides Services to Families:
1. Is familiar with child care alternatives in Nash and Edgecombe Counties.
2. Is familiar with other community resources for children and families.
3. Maintains family confidentiality.
D.  Provides Services to the Community:
1. Represents the DEPC accurately and professionally in the community strengthening existing collaborations and new partnerships.
2. Travels as needed to attend and to provide training, presentations, etc.

3. Identifies organizations with which to coordinate and share resources and develops working relationships with them.
4. Coordinates the implementation of advocacy activities (i.e., workforce development, stabilizing the Early Education network, educating the Early Education pipeline, state floor model market rate, etc.) Implements mobilization activities, including but not limited to, individual meetings, site tours, media, and press events with legislators at the local, regional, and state level.

5. Represents DEPC Subsidy and NC Pre-K programs at local, regional, and state meetings.

6. Coordinates the Coordinated Subsidy Work Group to ensure families are connected to community resources and gain access to wrap around care services.

 E.   Team Responsibilities:
1. Involved in national, local agencies, organizations or civic groups promoting DEPC.
2. Member of the NAEYC

3. Attends all Subsidy and NC Pre-K meetings, DEPC staff meetings and retreats which may include an out-of-town retreat.

4. Other duties as may be assigned by the Program Director and/or Executive Director

EDUCATION:

· Minimum: A bachelor’s degree in business administration, child development or early childhood education
· Preferred: A master’s in public administration, early childhood education, or social work
PHYSICAL REQUIREMENTS:

· While performing this job the employee is:

· Frequently required to sit; use hands to finger, handle or feel objects, tools or controls; reach with hands or arms; and talk or hear.
· Periodically required to stand; walk, stoop, kneel.
· Occasionally required to lift up to 25 pounds.
· Specific vision abilities required by this job include  close vision and the ability to adjust focus to operate the computer.
· The position also requires the ability to periodically work under time pressure.
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