early childhood literacy Coordinator
family literacy program
metropolitan state university of denver

Temporary
SUMMARY: The Early Childhood Literacy Coordinator oversees all aspects of the operation of the school-based Early Family Literacy (EFL) sites to coordinate, develop and facilitate children’s developmental and educational advancement while their parents participate in adult education classes. The position serves as a liaison between children’s Early Childhood Teachers, parents and the Family Literacy Program staff; establishes and maintains licensed facilities; records and assesses child developmental progress; and engages in Parent and Child Together (PACT) Time planning and activities.

Supervisory/administrative responsibilities include the interviewing, hiring and training of job applicants; contributing to grant-writing efforts; writing Family Literacy reports; and planning and leading staff meetings.

Metropolitan State University of Denver is an equal opportunity employer. 
RESPONSIBILITIES: -Coordinate, develop and facilitate developmental and educational learning for children enrolled in EFL
-Act as liaison between children’s EFL teachers, Adult Education teachers, parents and Family Literacy Program to ensure integration of components and provision of appropriate supplies
-Coordinate the provision of ECE services during Adult Education classes and related parent meetings
-Participate in development and delivery of PACT activities for families
-Counsel parents in matters related to education and parent/child interactions
-Remain current with Colorado Department of Human Services and Public Health and Environment Rules and Regulations regarding required trainings and changes
-Participate in Early Childhood Councils
-Apply for applicable grants and programs
-Utilize state and program-approved assessments to measure progress
-Attend Family Literacy staff meetings and report on activities and progress of participants
-Participate in maintenance of participant records and assist with preparation and completion of all required paperwork
-Train staff and model quality child care teaching and facilitating
-Record and assess child attendance, development and PACT planning
-Create Family Literacy reports from records and assessments
-Attend committees, hold staff meetings to train and aid staff in child observations, lesson planning and coordination of activities
-Other duties as assigned by the Director of Family Literacy
-This position will be expected to interface with many parents that are Spanish speaking.
Required Qualifications:
-An associate’s degree combined with at least four years of work experience in one or more of the following: Early Childhood Education, Parent Education, Child Development, Early Childhood Special Education, Elementary Education, Social Work, Behavioral Science, Psychology OR Sociology.)

OR:

-Graduation from an accredited college or university with a bachelor’s degree in Early Childhood, Parent Education, Child Development, Early Childhood Special Education, Elementary Education, Social Work, Behavioral Science, Psychology OR Sociology, or a related field.

-Director qualified or eligible to be Director qualified for Small or Large Center, per Colorado Department of Human Services guidelines, (refer to the guidelines listed under the special instructions to applicants.)

-Experience with the parent engagement or parent involvement activities

-Experience coordinating programs or organized activities with children ages 0-5, and parent/child groups

-Experience with ECE instructional practices. 

-Experience with and understanding of CDHS Rules Regulating Child Care Centers.

-Knowledge of the various Colorado State Child Assessments.

Preferred Qualifications:
-Graduation from an accredited college or university with a bachelor’s degree in Early Childhood, Parent Education, Child Development, Early Childhood Special Education, Elementary Education, Social Work, Behavioral Science, Psychology OR Sociology

-Bilingual in English/Spanish

-Supervisory experience in an early childhood education setting

-Familiarity with and an understanding of college work study programs

-Ability to articulate and explain the four-component family literacy model as described by the National Center for Families Learning (NCFL)

-Knowledge of and demonstrated successful experience with grant writing and reporting

-Experience with ECE instructional practices in relation to literacy and pre-literacy skills. 

-Experience providing training.

-Demonstrated ability to communicate with individuals and groups.

-Possess qualities of motivation, organization, creativity, flexibility and diplomacy.

-Experience in multicultural, non-traditional family education setting.\

-Experience with children’s developmental and educational needs from birth to age five

-Experience with Parenting Groups, or Parent Counseling (relative to children’s learning in group settings.)
-Ability to describe the key differences between a grant-funded early childhood program and a for-profit early childhood education center.

-A minimum of one-year supervisory experience

-Previous community outreach experience.
RANK & SALARY: This is an hourly position with a suggested rate of $18.75/hr.  

WORK HOURS: Expected 40 hours per week.  Monday – Friday, 8 a.m. to 5 p.m. The selected candidate may be expected to arrive before 8 a.m. and/or attend evening events, on very rare occasions.  

START DATE: As soon as possible.
APPLICATION INSTRUCTIONS: In order to be considered for this position please submit your resume to; Angela Bender at abender6@msudenver.edu , Tanya Rogowsky at trogowsk@msudenver.edu and Paul Hitchcock at hitchcoc@msudenver.edu  
Inquiries regarding this position may be directed to Paul Hitchcock via e-mail at hitchcoc@msudenver.edu.  
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