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Job Description Form 
	Job Title
	Certification/ Trainer  Specialist (Rural)

	Program
	DES Home Recruitment Study & Supervision 

	Location
	Tucson

	Reports to
	Gloria Stubblefield 
	Title
	Program Director

	

	Benefits:
x  Yes
 FORMCHECKBOX 
 No
	Pay:
x  Salary
 FORMCHECKBOX 
 Hourly

	Type of position:

x  Full-time

 FORMCHECKBOX 
  Part-time

 FORMCHECKBOX 
  Seasonal

	Hours 37.5 / week

 FORMCHECKBOX 
  Exempt

x  Nonexempt

	

	General Description

	Responsible for advertising, recruiting, certifying,  monitoring  and offering training on Developmentally Appropriate Practices (DAP) to Family Child Care homes for the Arizona Department of Economic Security (ADES) 



	Sumary of essential job functions

	Develop and implement a recruitment media campaign for ADES family child care providers

Recruit potential ADES family child care providers using community resources

Follow up on application process submitted by potential family child care provider

Perform initial home study (in English and/or Spanish) and interviews with ADES family child care provider

Conduct one on one orientations  and training for new provider

Conduct Developmentally Appropriate Practices training to potential and current ADES family child care providers in  Pima County and Southern Arizona
Coordinate Mentor activities, training and provider networking events

Carry a case load of 30-40  family child care providers for ADES 
Maintain ADES provider files
Maintain the ADES RUMBA system  with current family child care provider information

Monitor and conduct   annual and recertification visits for ADES family child providers homes following Article 52 guidelines three times per year (1 visit unannounced)

Compile monthly reports clearly and  accurately 
Provide technical support to ADES family child care providers through home, office visits and telephone contact

Collaborate with state and local agencies for children and ADES family child care providers

Maintain knowledge of current federal, state and local regulations and community resources affecting ADES family child care providers
Participate in CQI activities

Perform all other duties as assigned



	requirements

	· Associates Degree, Bachelor Degree in Early Childhood Education/Nutrition or  equivalent  experience in related field  
· Bilingual language and writing skills required (English/Spanish)
· Must possess adequate verbal skills to present information clearly and accurately 
· Must relate with sensitivity to the needs of children, parents and providers

· Must possess excellent telephone skills
· Must possess accurate writing skills to complete reports concisely, legibly and punctually  
· Must participate in the planning and execution of the Annual Family Child Care Provider Conference 

· Must be able to present workshops on a variety of subjects

· Must be available to do evenings and weekend visits plus weekend events
· Must have organizational, time management skills and computer knowledge  (e-mail, internet, Microsoft office and Power Point)

· Attend all staff meetings and/or staff development trainings , including occasional over night  travel

· Adheres to agency policies & procedures

· Meets department performance/productivity standards
· Must be certified in CPR/First Aid

· Must be able to drive a 15 passenger van
· Must have transportation, current Az. driver’s license and automobile liability insurance
· Must be a citizen of the United States or authorized by the Immigration and Naturalization Service to work in the United States


	ability requirements

	• Office and client home based work with frequent sitting, standing, and writing and computer usage. 
•  Must be physically able to lift a minimum of 40 pounds
The nature of the position involves a fast paced working environment with multitasking of many different duties and tasks. General daily priorities may change at a moments notice and the position requires quick response time and flexibility.

	Approved by
	
	Title
	


	Employee name
	

	signiture
	


Disclaimer

The above statements are intended to describe the general nature and level of work being performed by people assigned to this classification. They are not to be construed as an exhaustive list of all responsibilities, duties, and skills required of personnel so classified. All personnel may be required to perform duties outside of their normal responsibilities from time to time, as needed.

Any offer of employment is contingent upon drug test and fingerprint clearance.
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