School District of Santa Rosa County
Job Description 

Pre-Kindergarten Eligibility, Recruitment, Selection, Enrollment and Attendance (ERSEA)/ Transition Specialist  
	Reports to: Director of  Pre-Kindergarten Programs
	FLSA Status: Exempt

	Department: Pre-Kindergarten 
	Prepared by: Human Resources 

	Date: May 22, 2014
	Job Code: 21133


Principal Duties and Responsibilities (Essential Functions) 
· Process enrollment applications and oversee Eligibility, Recruitment, Selection, Enrollment and Attendance (ERSEA) service area processing for accuracy and completion of timelines 
· Assure the confidentiality of all student and family records is maintained


· Ensure compliance with all relevant regulations and standards
· Maintain systems, databases, files, etc. ensuring security of data

· Monitor attendance; enter Pre-K school site attendance in the Child Plus database
· Preview any written communications with Head Start/Early Head Start applicants from the service area, ensuring that written correspondence is professional 


· Maintain statistical records and anecdotal case notes on individual contacts with children and families enrolled in the Early Head Start/Head Start program



· Audit and review records of all family contacts including follow-ups on referrals through telephone and personal contacts for all families enrolled in the program
· Make decisions regarding applicant acceptance in accordance with Head Start Performance Standards and following the program’s Recruitment and Selection policies

· Prepare and distribute timely reports and tracking regarding ERSEA updates
· Attend meetings for the Pre-K Program, including, but not limited to:  service area meetings, school board meetings, Early Learning Coalition Board meetings
and other community agency meetings as necessary

· Maintain all Early Head Start/Head Start Family Partnership Agreements
· Monitor and submit Voluntary Pre-Kindergarten (VPK) attendance 
· Maintain working knowledge of the Early Head Start/Head Start program and Head Start Performance Standards; state childcare licensing standards; child abuse reporting laws and other state, federal and local standards and regulations related to programs serving young children


· Provide input and solutions to develop and/or revise the agency’s ERSEA systems, policies and procedures

· Evaluate, design and monitor systems to process enrollment applications



· Maintain and implement an ERSEA and Social Emotional  service area delivery plan

· Facilitate license renewal for the Early Head Start Program 

· Coordinate countywide recruitment efforts for  Early Head Start/Head Start




· Assist key management staff in grant-writing and implementation of grant-funded
programs and initiatives

· Analyze Community Assessment information to assist planning efforts to
determine program design options, recruitment efforts and enrollment guidelines

· Develop and implement training for the department and agency staff involved in ERSEA


· Create and maintain surveys, forms and/or written suggestions of parent input

· Prepare paperwork for referrals and disseminate to Exceptional Student Education (ESE) program specialists, monitor process and outcomes of referrals documenting appropriately

· Contact, Collaborate with the ESE Dept. to plan and facilitate Parent Consent Meetings for ESE services

· Prepare and monitor Mental Health Referrals in Collaboration with Licensed Mental Health Professional 

· Collaborate with SRCSD Guidance Department for any Social Emotional Development Trainings offered by the school district

· Collaboration with parents, students, and teachers for development,  implementation and monitoring  of Behavior Management Plans

· Collect data throughout program year and develop yearly District Guidance Action Plan for TR Jackson Pre-Kindergarten which is submitted to the SRCSD in November and May  
· Collect data throughout the program year and develop Social Services Report
· Perform other incidental tasks consistent with the goals and objectives of this position
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Supervision Received: 

Director of Pre-Kindergarten Programs

Supervision Exercised: 

Staff as assigned 

Minimum Qualifications & Skills Required: 

1. Bachelor’s or Master’s Degree or higher from an accredited institution 

2. Currently hold a Florida teaching certificate 

3. Four years in public school education, two of which must have been in an early childhood setting 

Preferred:

Three years of experience in Head Start /Early Head Start or Early Childhood Supervision 

Physical Demands: 

Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as needed to move objects. While performing the responsibilities of the job, the employee is required to talk and hear. The employee is often required to sit and use their hands and fingers, to handle or feel. The employee is required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl. Vision abilities required by this job include close vision.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
Terms of Employment: 

Approved compensation plan

Teacher position paid from the instructional salary scale

10 months 

7.50 hours per day 

Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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