7-10-92 CH LD CARE COORDI NATOR, 1132

Summary of Duties: Directs, organizes, and facilitates the efforts of
partres rnvolved in providing child care services in areas throughout
the Aty of Los Angel es; plans, coordi nates, and oversees activities
designed to achieve the goals and objectives of the Gty Child Care
Pol i cy; advises and nmakes recommendations to the Mayor's Ofice, the
Gty Council and its Coomttees, the Gty's Child Care Advisory Board,
Gty departnents, and other public and private agencies on a w de
range of child care issues; assigns, reviews, and eval uates the work
of subordi nates; applies sound supervisory principles and techni ques
in building and mai ntaining an effective work force; fulfills
affirmative action responsibilities; and does rel ated worKk.

Di stingui shing Features: The Child Care Coordinator is responsible
for the devel opnment and coordination of activities designed to
inplement the Gty Child Care Policy. The incunbent works closely
with a variety of individuals and organi zations throughout the
community to focus and coordinate their efforts in providing child
care services. In this capacity, the Child Care Coordi nator advises
and nakes recommendations to the Mayor, the Gty Council and its
Commttees, the Child Care Advisory Board, Gty departnents, child
care providers, private sector devel opers, and other parties involved
in the provision of child care services within the Gty of Los

Angel es. As the enployee with the nost conprehensi ve understandi ng of
the AQty's child care needs and prograns, the Child Care Coordi nator
acts as representative for the Gty before other governnental agencies
and private organi zations on issues involving the Gty Child Care
Policy. An enployee of this class receives mni num supervision, wth
work reviewed in terns of objectives acconpli shed.

A Child Care Coordinator differs froma Child Care Program Manager in
that the latter admnisters a child care programin a Gty departnent,
while the forner is responsible for coordinating both public- and
private-sector efforts in providing affordable, quality child care in
the Gty of Los Angel es.

As a bona fide supervisor, the Child Care Coordinator is distinguished
froma lead worker in that the incunbent is responsible for the
performance of the full range of supervisory activities including the
application of discipline, the processing and resol ution of

gri evances, the evaluation of performance, and approval of requests
for time off.

Exanpl es of Duties: A Child Care Coordi nator:

* Pllans, coordi nates, and oversees activities designed to achieve
the goal s and objectives of the Gty Child Care Policy;

* Drects staff and personally perforns the nore difficult and
conpl ex work in conducting research and preparing reports and
recomrendati ons on a wide range of child care issues;

* Makes presentations before the Gty Council and its Coomttees,




Mayoral staff, the Child Care Advisory Board, Gty conm ssions
and boards, and other public and private agencies on child care
issues as they relate to the AQty's Child Care Policy;

Prepares periodic witten progress reports for the Gty Counci l
and its Committees regarding child care programactivities;
VWrks with the Child Care Advisory Board in devel opi ng prograns
toinplement the Gty's Child Care Policy;

I dentifies and develops child care options and activities

avail able to the Gty in the delivery of child care services to
Gty enpl oyees;

Coor di nates and presides over neetings of Gty departnents to
identify resources, share information, and provide techni cal

assi stance in addressing child care needs;

Acts as the Gty's spokesperson for child care issues before
public and private organi zations and the news nedi a;

Assists the Planning Departnent in review ng and recomendi ng
revisions to the Gtyw de Plan and Coomunity Plans to enhance the
delivery of child care services;

Provides information and nmaterials to devel opers and provi ders of
child care services to assist in their conpliance with |ocal and
bui | di ng, safety, planning, zoning, and fire | aws and codes
applicable to the construction, rehabilitation, and operation of
facilities designed for child care use;

Mai ntains liaison with community child care agenci es and

organi zations to identify existing child care needs and

r esour ces;

Reviews the range and facilitates the devel opnent of funding
sources for child care services;

Oversees contract conpliance of Gty's on-site child care

provi der;

Assists other Gty departnents in reviewing activities and
providing information relevant to the provision of child care
services inthe Gty of Los Angel es;

Advi ses vendors and Gty departnents regarding the Gty's Child
Care Vendor Preference Policy;

Prepares guidelines and criteria regarding requests for use of
vacant or under-utilized Gty owned property or facilities by
qualified non-profit child care providers;

Revi ews, anal yzes, and nakes recomrendati ons regardi ng

| egi sl ation and ordi nances which affect the provision of child
care inthe Gty of Los Angel es;

Pronotes and facilitates the use of the services provided by the
Board of Public Wrks Comrercial and Industrial Coordinating and
Expediting Dvision (G CED) to assist devel opers who incorporate
child care facilities in their devel opment pl ans;

May supervise admnistrative and clerical personnel engaged in
providing staff support;

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's Affirmative Action Program

May occasionally be assigned to other duties for training purposes or
to meet technol ogi cal changes or energenci es.

Qualifications: The incunbent nust have the foll owi ng know edges and
abilities:

A good know edge of:
| ssues, practices, and trends in the field of child care;

* Federal State, and local legislation regarding child care and
rel ated I ssues;

* Range and sources of funding available for the provision of child
care services;

* Local and State building, safety, zoning, fire, and handi cap

| aws, regul ations, and codes applicable to the operation of a
licensed child care facility;

State licensing requirenents for child care facilities;

Chi | d devel opnent including nental, physical, enotional, and
soci al needs;

Principles of organi zati on and nanagenent;

Supervisory principles and practices, including planning,

del egating, and controlling the work of subordinates;

* Techni ques of training, instructing, and eval uati ng subordi nate
wor k per f or mance;

* Techni ques for counseling, disciplining, and notivating
subor di nat e personnel ;

* Procedures for grievance handling;

*

Supervi sory responsibility for equal enploynent opportunity and
affirmative action as set forth in the Gty's Affirmati ve Action

Pr ogr am

* Ef fective safety principles and practi ces;

A general know edge of:

* Gty personnel rules, policies, and procedures;

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

The ability to:
Exerci se sound admni strative judgenent, originality, and
initiative in the devel opnent of new net hods and procedures and
in the solution of difficult problens;

* Pl an, organi ze, inplenent, and eval uate effective prograns and
activities;

* Speak effectively and persuasively at governnent, community, and
publ i c neetings;

* Deal tactfully and convincingly wth governnment officials,

enpl oyees, and the public;
* Wite reports and correspondence clearly and effectively;



Establish and naintain a work environnent to enhance both
enpl oyee noral e and productivity;

Appl'y sound supervisory principles and techni ques;

Ful fill supervisory affirmative action responsibilities as
indicated in the Gty's Affirmative Action Program

Minimum Reguirements:

1 Graduation from a recognized four-year college or university; and

2. Four years full-time paid experience in the development, implementation, and management of
community or social service programs which include a child care program element, or as an advocate
or consultant for a child care service agency or organization.

A bachelor's or master's degree in Public Administration, Early Childhood Education, Social Welfare, or
related field is highly desirable.

License: A valid California Driver'slicense and a good driving record may be required.

Physical requirements: Strength to perform average lifting of lessthan 5 pounds and occasionally over 15
pounds; good speaking and hearing ability; and good eyesight.

Those with medical limitations may be able to perform the duties of this class with reasonable accommodation.
The decision to accommodate someone's limitations will be made on an individual basis and depends on the
types of limitations, what the hiring department can reasonably do to accommodate them, and the specific
gualifications for the job.

Asprovided in Civil Service Commission Rule 2.5 and Section 4.55 of the Administrative Code,
this specification isdescriptive, explanatory and not restrictive. It isnot intended to declare what
all of the dutiesand responsibilities of any position shall be.



