
BERKS COUNTY INTERMEDIATE UNIT

POSITION TITLE:  Preschool Program Specialist – The Pennsylvania Key
QUALIFICATIONS:

A. Minimum of bachelor’s degree in early education or related field.  Master’s degree in early education, child development, or administration preferred.

B. Minimum of five (5) years of high level-work in the field of early learning with experience in partnership work and administration.

C. Exceptional writing, organizational, and management skills, with the ability to work independently and as part of multiple teams.
D. Ability to perform a leadership role, work collaboratively, and communicate effectively with preschool programs, partners, and colleagues.
E. Knowledge of Pennsylvania’s Early Learning Standards for Pre-Kindergarten and Kindergarten.

F. Knowledge of Pennsylvania’s pre-school regulations and programs including Keystone STARS, Head Start Supplemental Assistance Program, Early Intervention, and school district prekindergarten.
G. Ability and willingness to travel regionally and statewide.

H. Access to reliable transportation.  

I. Experience in delivering professional development; possess or obtain a Certified Instructor PQAS within one year of hire date.
J. Knowledge of and ability to use technology, including Word, Excel, PowerPoint, Zoom and Microsoft Teams.  Knowledge of PELICAN data base preferred.

K. Space for home office with ability to access internet and to provide confidentiality.

L. The holder of this position could be required as part of his or her duties to engage in activities that can be charged to a Medical Assistance (MA) or other state or federal healthcare program. Clearance as a provider by both the Commonwealth of Pennsylvania and the federal government is therefore an essential qualification for this position.

REPORTS TO:  
      Preschool Program Supervisor 
POSITION GOAL:

To provide support and monitor the preschool sites to help meet the high-quality standards established by the Pennsylvania Office of Child Development and Early Learning (OCDEL).

PERFORMANCE RESPONSIBILITIES:

            The essential functions of this position include, but are not limited to, the following fundamental duties:
A. Monitor assigned PA Pre-K Counts grant recipients for compliance with the PA Pre-K Counts regulations and policies.
B. Monitor assigned Head Start Supplemental Assistance Program (HSSAP) grant recipients for compliance with monitoring standards.

C. Understand and can navigate the change process, both for own work and to support assigned grant recipients.

D. Demonstrate an ability to manage a variety of projects and activities while balancing the priorities of The Pennsylvania Key, OCDEL, and assigned grant recipients.

E. Provide consultation and on-going feedback to assigned grant recipients, based on monitoring reports and visits to assure successful implementation of PA Pre-K Counts and/or HSSAP programming. 

F. Provide consultation, coaching, and on-going feedback to support grant recipients with the implementation of the high-quality standards found within the PA Pre-K Counts regulations and policies.
G. As applicable, assist assigned grant recipients and partners to coordinate and integrate services for enrolled students and families who would benefit from additional community agency resources including families with multiple risk factors and supporting inclusive practices for children with special needs. 

H. Identify strengths and areas for improvement in program operations; develop Plan of Correction and Program Enhancement Plans in collaboration with grant recipients; provide recommendations, strategies, tools, and resources to support ongoing improvements and enhanced quality for grantees. 

I. Assist PA Pre-K Counts providers in developing the required plans noted within the PA Pre-K Counts regulations and policies and review and approve assigned program’s developed plans. Share feedback on plans with (OCDEL). 

J. Maintain consistent and proactive communication with assigned grant recipients, utilizing tailored communication strategies that best meet their needs and preferences.

K. Develop, implement, and/or facilitate professional development events and meetings for PA Pre-K Counts and HSSAP providers based on program needs, requests, data, and Program Review Instruments (PRIs). 

L. Provide support to strengthen and expand grant recipient partnerships and collaborations at both local and regional levels to make the best use of resources. 

M. Establish and maintain collaborative relationships with Early Learning Resource Center (ELRC) staff, Head Start regional staff, Regional Early Intervention Providers, and other relevant partners to effectively utilize all components of the Early Education system to support collaborations and high quality in all programs. 

N. Demonstrate timely and effective communication (orally and in writing) with supervisors, colleagues, and assigned program staff including submitting completed reports in a timely manner. 

O. Demonstrate a working knowledge of systems and technology to the extent that assigned grant recipients and partners (as applicable) can be supported in its use; and feedback can be provided to support system enhancements.

P. Position may include travel to regional and statewide locations, including overnight stays.  Reliable transportation is required.  

Q. Other duties as assigned. 

TERM OF EMPLOYMENT:

Exempt, Full Time, Twelve months/year. Salary to be established by the Intermediate Unit Board of Directors per the Compensation and Benefits Plan for The Pennsylvania Key, Classification – Education Specialist. 
EVALUATION:

Performance in this position will be evaluated in accordance with provisions of the Board's policy on evaluation of personnel.

The position holder must be able to perform the essential job functions with or without reasonable accommodation.  It is the responsibility of the employee to inform the BCIU Director of Human Resources of any and all reasonable accommodations that will be required.

BCIU is an equal opportunity employment, educational, and service organization.
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