4-10-92 CHILD CARE PROGRAM MANAGER, 2492

Summary of Duties: Plans, coordinates, and administers a child care program and related

activitiesfor a City department in a geographic area or on a City-wide basis; evaluates the work

of City or contract employees providing child care for City employees or the public; applies sound supervisory
principles and techniques in building and maintaining an effective work force; fulfills affirmative action
responsihilities; and does related work.

Distinguishing Features: A Child Care Program Manager is responsible for implementing a departmental
child care program at a number of child care facilities at recreation centers, or other sites, in one or more
geographical districts, or throughout the areas where department facilities are located. Assignments are
received in general terms and are completed without continuous guidance. Supervision received is through
conferences, observation of work, and review of the results, in accordance with accepted management
principles and practices.

A Child Care Program Manager differs from a Recreation Supervisor in that the primary responsibility a Child
Care Program Manager is to administer aregional or City-wide departmental child care function, while a
Recreation Supervisor istypically responsible for an entire program of community recreational activities.

A Child Care Program Manager differs from a Child Care Coordinator in that the Child Care Program
Manager administers a child care program for a City department, while a Child Care
Coordinator implements the entire City private- and public-sector child care program, as set forth in the City's

"Child Care Policy."

Incumbentsin the class of Child Care Program Manager, as bona fide supervisors, are distinguished from lead
workersin that they are responsible for the performance of the full range of supervisory activitiesincluding:
application of discipline, processing and resolution of grievances, evaluation of performance, and approval
of time off requests. Assignments normally are given verbally and in writing, and results are evaluated by the
effectiveness of the departmental program in meeting program goals and complying with relevant regulations.

Examples of Duties: A Child Care Program Manager:

* Plans and implements a departmental child care program on either aregional or City-wide basis based
on State and City regulations, and department policies and procedures;

* Analyzes program needs and formul ates recommendations to department management for developing
an effective program, conducted in compliance with State and local regulations;

* Supervises the research and development of schedules for age-appropriate activities that develop

motor, creative, learning, and social skills, which are sensitive to the socioeconomic and ethnic
characteristics of the service area;

* Conferswith and advises child care personnel regarding department policies, programs, nhew child care
regulations, administrative problems, and publicity;
* Ensures that recruitment and selection of child care staff for the departmental program is conducted

in compliance with State and City regulations;
* Recommends, and may conduct, training for child care personnel on State and City regulations and
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departnent procedures and standards;
Recommends facility staffing | evels;
May review requests for repairs or changes of equi pnment and
facilities and advi ses on appropri at eness;

* Revi ews pl ans and engi neering designs for inprovenent,
mai nt enance, and alterations of child care facilities, and
advi ses departnent nmanagenent on conpliance w th rel evant
regul ati ons;

* Supervi ses the preparation and nai ntenance of records, reports,
and correspondence relating to child care activities;

* Makes recommendations regarding the departnmental child care
programfor inclusion in the departnent's annual work program and
budget ;

* Resear ches, anal yzes, and proposes el enents of the departnent's

| ong-range capitol inprovenent program addressing depart nment
child care programand facility needs;

* Meets with, and nmay escort, evaluators fromthe State Departnent
of Social Services;

* Ensures that departmental child care facility records are in
conpliance with State regul ati ons;

* Ensures proper registration of participants in prograns;

* Devel ops and supervi ses the inplenentation of public and

comunity relations plans to publicize and pronote child care
services and activities;

* Appears before comunity and ot her groups to explain, publicize,
and encourage participation in child care prograns;

* Coordi nates specialized activities related to child care with
ot her departnent units and w th outside groups and organi zati ons;

* Drects the investigation and resol uti on of conpl aints concerning
child care facility operation;

* Comuni cat es equal enploynent/affirmative action information to
enpl oyees;

* Applies job-related criteria in selecting, orienting, assigning,
trai ning, counseling, evaluating, and disciplining subordinates;

* Assi sts enpl oyees in preparing for pronotion as described in the

Gty Affirmati ve Action Program

May occasionally be assigned to other duties for training purposes or
to meet technol ogi cal changes or energenci es.
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Qualifications: Incunbents nust have the follow ng know edges and
abilities:

A good know edge of:
California State nmanual of Policies and Procedures for Day Care

Cent er s;

* Regul ations applicable to the child facilities as they relate to
staff, participants, and the physical plant;

* Principals and practices applicable to planning, organizing,

conducting, and coordi nating
recreational and devel opnental activities at child care
facilities;

* A wide variety of play, recreation, and craft activities and
equi pnent suitable for children of various ages, interests, and
capabilities;

* The services offered by other public and community agenci es and
organi zations concerned with child care activities and net hods
for integrating their prograns with departnent efforts and goal s;

* Safety principles and practices applicable to child care
facilities, including provisions of the California Qccupational
Safety Act pertaining to child care facilities;
Principles and practices of public relations and publicity;
Supervi sory principles and practices including planning,
del egating, and controlling the work of subordinates;

* Techni ques of training, instructing, and eval uati ng subordi nates'
wor k per f or mance;
Procedures for grievance handling;

* Supervisory responsi bility for equal enploynent opportunity and
affirmative action as set forth in the Gty's Affirmative Action
Program

A wor ki ng knowl edge of:

* Menor anda of understanding as they apply to subordinate
per sonnel ;

A general know edge of:
* Gty personnel rules, policies and procedures;

The ability to:
Pl an, organi ze, direct, and evaluate the effectiveness of
departnental child care prograns;

* Apply State regulations as they relate to all aspects of a
departnental child care program

* Prepare and naintain records, reports, recomrendations, and
correspondence,;

* Elicit support for child care activities frompublic and private
or gani zat i ons;

* Deal tactfully and effectively with high level officials,
depart nent nmanagenent, subordi nates, children, and the public;

* Communi cate effectively orally and in witing with the public
directly, or via various public nmedia, such as electronic or
press;

* Ful fill supervisory affirmative action responsibilities as

indicated in the Gty's Affirmative Action Program
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* Establish and naintain a work environnent to enhance both
enpl oyee noral e and productivity;
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M ni num Requi r enent s:

1. QG aduation froma recogni zed coll ege or university with a
four-year degree in Early Chil dhood Education or Child
Devel opnent, including at | east six semester or ten quarter
units in programadmnistration or staff relations, and
three years of full-tinme paid teaching experience in a
i censed day care center or conparable group child care
program of which one year nust have been at the |evel of
the center director; or
2. One year full-time paid experience at the | evel of Recreation
Supervisor with overall responsibility for a 1icensed
departnental child care program

Candi dates who | ack six nonths or |ess of the required experience nay
file for this examnation. However, they cannot be appointed until the
full experience requirenment is net.

Li censes: Avalid California driver's license and a good driving
record are required.

NOTE: Mist be eighteen years of age at the tine of filing.

Physical requirenments: Strength to performaverage lifting of |ess
than Trve (5) pounds and occasionally over 15 pounds; speaking ability
as required to conduct training sessions; good hearing ability; and
good eyesi ght, including normal color perception . In addition, a
negative test for tuberculosis within the last twelve nonths is
required.

Those with nmedical limtations may be able to performthe duties of
sone positions in this class with reasonabl e accommodati on. The
deci sion to accommodate soneone's |limtation will be nmade on an

i ndi vi dual basis and depends on the types of limtations, what the
hiring departnent can reasonable do to accommodate them and the
qualifications for the job.
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As provided in Cvil Service Comm ssion Rule 2.5 and Section 4.55

of the Adm nistrative Code, this specification is descriptive,

expl anatory and not restrictive. It is not intended to declare
what all of the duties and responsibilities of any position shall

be.



