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WICAP JOB DESCRIPTION

TITLE:  Community Development Advisor

PROGRAM:  Head Start Prenatal to 5

RESPONSIBLE TO:  Community Development Coordinator

POSITION SUMMARY:   Performs all job responsibilities in a safe manner.  To collaborate with partners in their communities, in order to provide the highest level of quality services to children and families, to foster the development of a continuum of family centered services, and to advocate for a community that shares responsibility for the healthy development of children and families of all cultures. Be a coach and team player. 

PHYSICAL/MENTAL ABILITIES AND PROCESSES:

· Strong coordination and presentation skills.

· Regular meetings to establish and maintain collaborative relationships with each community.

· Regular sitting, working at computer keyboard and desk.  
· Regular standing to file misc. documents in filing cabinet. 
· Frequent driving for community meetings sometimes in outlying areas. 

· Occasional lifting in excess of 25 lbs. at a time. 
QUALIFICATIONS:  

1. A Bachelor’s Degree in communications or three years experience in Public Relations or   
Community work.

2. Experience planning and organizing large and small groups.

3. Experience in building and maintaining positive relationships. 

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

5. Current Driver’s License, and access to a privately owned vehicle with liability insurance for 
use in completing work responsibilities as needed.

6. Good verbal and written communications skills.

7. Adult and Pediatric CPR and First Aid Certification strongly encouraged.

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

9. No prior convictions of child abuse/neglect, Criminal History Background Clearance.

EMPLOYMENT CONDITIONAL UPON RESULTS OF THE FOLLOWING
· Criminal History Clearance.

· Successful Physical Capacities Examination and TB test results.

· Successful Drug and Alcohol screening.  

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

1. Ensure safety is a priority in performing all job responsibilities. Ensure adherence to the safety policy.

2. Ensures the Performance standards for developing and implementing a sound Community Partnership and Development program is met.

3. Arrange meetings and contacts with community, state or regional partners to assist in program  continuous improvement and/or  issues or concerns,

4. Work with the Community Development Coordinator to develop a system of addressing identified trends. 
5. Work with Coordinators to develop a system to ensure all Interagency Agreements and Memorandum of Understandings are developed, implemented, maintained.  .  
6. Maintain and annually update the Community Resource Directory for each county that is served by WICAP.

7. Assist in maintaining and updating the Community Assessment.

8. Assure integration of all content areas.

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

10. Provide on-going support and feedback to staff, building morale and acting as a resource person.

11. Monitor Community Development related expenses.

12. Follow step-by-step activities as outlined in  service plans, operational procedures, and policies  and procedures.

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

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

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

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

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

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

HOURS:
SALARY RANGE:
Exempt 41-44 weeks  per year.        
$2,122.40 – 3009.43 per month

                      
May include nights and weekends

ENTRY SALARY:

New employees start at the entry-level salary 


Additional compensation for qualifying degree

HEAD START MISSION STATEMENT:

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

Policy Council Approval: 04/20/10  

Board of Directors Approval: 04/22/10
