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Education Supervisor

POSITION OVERVIEW:
Full time, 12 month position

The Education Supervisor will supervise and assist in coordinating and implementing the education
service area for Head Start, Early Head Start, NC Prekindergarten and Extended Day Care
programs according to policies, procedures, and philosophy of Macon Program for Progress
Board, Policy Council, North Carolina Licensing Regulations, and Head Start Performance
Standards.

ESSENTIAL DUTIES:

Performs the functions of this position with a strong understanding of the Head Start
Performance Standards, program plans, Head Start Early Learning Outcomes Framework:
Ages Birth to Five, NC State Child Care Licensing requirements, and thorough knowledge
and application of Developmentally Appropriate Practices.

Provides daily, direct supervision to teaching staff and classroom assistants.

Monitors curriculum implementation and fidelity. Provides support, feedback, and
supervision to staff for continuous improvement in implementation of curricula.

Supervises all classroom practices: room arrangement, lesson plans, daily schedules,
routines, and transitions to assure their adherence to program polices.

Monitors lesson plans weekly for required components and evidence of appropriate
materials and activities. Provides technical assistance as needed.

Conducts classroom visits and observations. Provides ongoing support and information for
teaching staff.

Monitors for completion of developmental screenings within the mandated timeline. Assists
Disabilities Coordinator to ensure re-screens are timely.

Provides training to staff on the screening and assessment tools as needed.
Supervises/monitors ongoing child assessments, including timely and regular assessment
data entry, child portfolios, and check point finalizations.

Monitors and supports teacher planning and completion of two (2) Home Visits and two (2)
Parent/Teacher Conferences per year.

Assists staff, as needed in connecting assessment results to individual and group planning.
Provides support and monitors for age appropriate child guidance techniques per program
policies. Communicates regularly with teaching staff regarding children’s behavioral, social
and emotional concerns or learning problems, and recommends methods of modifying
inappropriate behaviors.

Requests and schedules classroom observations, with the assistance of the Disabilities
Manager, for Mental Health Consultant services.

Routinely inspects center facilities for health, safety, fire, and occupancy violations and
takes necessary corrective action.

Ensures that facility site is clean, inviting, and in good repair.



Identifies and prioritizes materials and equipment needed in classrooms and playgrounds.
Responsible for purchasing and maintaining materials and equipment for indoor and
outdoor environments that meet safety standards and facilitate the implementation of the
curriculum.

Participates in observations and monitoring for high quality teacher/child interactions.
Collaborates with Mentor Coach as needed.

Obtains and maintains certification as a certified Pre-K CLASS observer. Conducts 2
CLASS observations per year to assigned classrooms. Mentors staff in assigned
classrooms to support understanding, knowledge and techniques to improve CLASS
interaction and scores, as needed.

Coordinates with ERSEA and other program specialists with transition strategies, practices,
and activities to support successful transition for children and their families.

Maintains accurate, current reports/records in timely fashion. Reviews assigned
classrooms’ End of the Month Reports.

Evaluates the performance of teaching staff during and at the end of the probationary period
and annually thereafter, and recommends subsequent personnel action to the Assistant
Head Start Director, as needed. Assists staff in development and implementation of their
Professional Development Plans.

Disseminates information to program staff on workshops, policy/procedures, and program
activities.

Attends and participates in scheduled Education Team meetings. Keeps immediate
supervisor informed of educational services area issues, needs, and activities.

Attends and patrticipates in monthly Integrated Team meetings.

Works cooperatively with other service areas to plan education services integrated with
health, mental health, dental health, nutrition, parent engagement, and community services.
Participates in annual self-assessment process and in program planning, including the
development of program goals.

In collaboration with ERSEA and the Disabilities Coordinator, assigns appropriate child
classroom placement for new school year.

Assists in the design, development, and delivery of in-service training programs and
orientation for teaching staff.

Assists the Assistant Head Start Director in development of a system of monitoring and
evaluation of activities and staff.

Assists the Assistant Head Start Director and the Mentor Coach with alignment information
of assessments, curriculum, and school readiness goals to the Head Start Early Learning
Outcomes Framework: Ages Birth to Five.

Assists the Assistant Head Start Director in the aggregating and analysis of child outcome
data.

Carries out recommendations of the Assistant Head Start Director for program
improvement.

All other duties as assigned.

REQUIREMENTS:

Bachelor's degree from an accredited four-year college or university in Early Childhood
Education; or a baccalaureate or advanced degree in a related field with equivalent
coursework in Early Childhood Education and Early Education teaching experience.
Ability to read, speak and write with proficiency in English. Ability to read, speak and write
with proficiency in Spanish is beneficial buy not required.



e Working knowledge of Excel, Microsoft Word, Power Point and internet usage.
e Attend professional development activities and training, as required.
e Process good communication skills.

PHYSICAL DEMANDS:

e While performing the duties of this job the employee is regularly required to talk and hear.

e The employee is frequently required to stand, walk, sit, use hands and fingers, ability to
touch and feel, reach with hands and arms, and taste and smell.

e The employee must occasionally lift and/or move up to 50 pounds.

e Specific vision abilities required by this job include close vision, distance vision, color vision,
peripheral vision, depth perception, and ability to adjust focus.

e Able to respond to events going on at all times in classroom, outdoor play areas and on field
trips, including school bus transportation. This includes the physical ability to move quickly
in order to respond to children who are very active and may need redirection in order to
ensure their safety or the safety of others in the environment.

Macon Program for Progress is an Equal Opportunity Employer.



