
 

Job Description 

Position Title: Early Childhood Program Manager 

Program: Early Childhood Program 
 

Position Summary: 
The Early Childhood Program Manager is responsible for the overall operation, quality, and continuity of 
the Early Childhood Program, which includes early childhood education services to children 6 weeks – 6 
years and their families. Responsibilities also include team teaching, staff supervision and guidance in 
the classrooms, supervising the teen parent support component as well as close collaboration with the 
Montpelier School District’s Essential Early Education component and area school districts through our 
Prequalified Prekindergarten Status. 

 
 

Desired Qualifications for Knowledge/Experience: 
1. Bachelor's Degree in Early Childhood, Early Childhood Special Education, or related field. 
2. Teaching certificate in one of the above preferred. 
3. Three years’ successful experience in an inclusive program, with some experience specific to the 

care of infants and toddlers. 
4. Proven administrative and supervisory experience. 
5. Demonstrated knowledge of early childhood, adult development, and education and human 

services agencies in Washington County. 
6. Demonstrated ability to collaborate with other professionals, maintain records, and complete 

reports on a timely basis. 
7. Familiarity with regulations, laws, and procedures of the Vermont Agency of Human Services 

preferred. 
8. Demonstrated ability to work independently and as a team. 
9. Must possess a value system consistent with that of the Family Center of Washington County and 

have demonstrated a client-centered approach in past work. 
10. Must display caring, respect, resilience, a willingness to adapt to change, and excellent interpersonal 

skills. 
 
 

Reports to: Program and Services Director 
 

Employment Category: Full Time Exempt Pay Grade: 10 
 

Number of Hours per week: 40 hours per week, year round 
 

Essential Functions: 
1. Support quality team teaching in each of the inclusive classrooms: infants, toddlers and 

preschool. 
2. Supervise and support daily room set up and regular changes to classroom environment. 
3. Assure scheduled family conferences occur at a minimum of two times per year. 



4. Provide ongoing and regular communication with parents; build partnerships with families and 
provide problem-solving with parents. 

5. Produce Program newsletters and informational flyers for families. 
6. Accept applications, maintain enrollment and waiting lists. 
7. Maintain priority enrollment for children of teen parents in Infant Room. 
8. Work closely with Family Works Manager around program planning, service delivery, problem 

solving and ensure all external reporting requirements are met. 
9. Submit yearly license application; assure that program meets all licensing requirements. 
10. Maintain children’s files to meet licensing requirements. 
11. Coordinate/collaborate with CIS-EI, other FCWC programs, WCMH/CUPS and EEE. 
12. Coordinate transition planning for all children: as they age from one room to another, 

Kindergarten transitioning or transitions to other community programs or placements. 
13. Ensure regular documentation and assessments are done on all children using Teaching 

Strategies Gold and maintain yearly contract for TSGold. 
14. Assist with the coordination of transportation for children as necessary. 
15. Order and maintain inventory of food supplies, program materials and equipment. 
16. Participate in federal food program and ensure all requirements are met. 
17. Maintain space, materials, and equipment. 
18. Work with appropriate staff to ensure building maintenance. 
19. Partner with EEE in child find activities and Child Development Days two times per year. 
20. Participate in STARS process and maintain on-going compliance. 
21. Assist and explain program to parents, visitors, community partners, etc. 
22. Conduct weekly program planning meetings. 
23. Attend weekly Manager meetings. 
24. Participate in monthly Strengthening Families Conference calls. 
25. Supervise program staff members. 
26. Ensure a full staff in the program daily, including finding substitutes and making sure they are 

paid. 
27. Complete performance evaluations, continuous feedback and work with staff to develop IDPs. 
28. Provide on-site supervision for teen parents, students, interns, trainees and volunteers. 
29. Recruit, orient and train new staff. 
30. Participate in and help organize parent involvement and activities. 
31. Work with Co-Executive Directors to assure financial accountability of program. 
32. Assist Program and Services Director in securing or renewing funding, including completion of 

reports to granting agencies. 
33. Provide accurate, timely tuition and reserved space agreement billing information to Finance 

Office. 
34. Attend yearly required training to meet licensing and protective services requirements. 
35. Participate in public relations and Family Center fundraising events at least once per year. 
36. Attend All Staff Meetings, workshops, conferences or meetings that are program related and 

allow for professional networking. Implement effective practices learned. 
37. Ensure that all staff access clinical expertise and supervision in order to prepare and inform their 

work with program participants. 
38. Other duties as assigned by supervisor. 

 

Success Effectively applies service specific content knowledge and expertise and 
employs balanced decision making in providing comprehensive 
oversight and implementation of high quality service delivery. 



 Demonstrates leadership: internally- regularly & actively integrating and 
linking services and externally- regularly & actively building and 
maintaining strong connections with program participants and 
community partners. 

Excellence Goes above and beyond, takes leadership for designing and 
implementing initiatives and demonstrates ingenuity and big picture 
thinking agency-wide. Regularly acts as a resource and mentor to 
colleagues & staff agency wide; works interchangeably with other 
managers: covering responsibilities, filling in and partnering/teaming. 

 
 

Working Conditions: 
Internal- Work is normally performed in climate controlled office environment, where exposure to 
conditions of extreme heat/cold, poor ventilation, fumes and gases is very limited. Noise level is 
moderate and includes sounds of normal office equipment (people, computers, telephones, etc.). No 
known environmental hazards are encountered in normal performance of job duties. 

 
External- Moderate travel may be required. Work outside the office normally takes place in similar office 
environments, although occasionally work may include classroom environments. 

 

Physical Demands: 
Work involves standing and walking for brief periods of time, but most duties are performed from a 
seated position. There is potential for eyestrain from reading detailed materials and computer work. 
Deadlines, workloads during peak periods and changing priorities may cause increased stress levels. 
Work normally requires finger dexterity and eye-hand coordination to operate computer keyboards at a 
moderate skill level. Repetitive motion injuries may occur. Company will provide adaptive devices as 
needed. 


