THE UNIVERSITY OF SOUTHERN MISSISSIPPI – COLLEGE OF SCIENCE AND TECHNOLOGY – GULF COAST RESEARCH LABORATORY

Attachment C
  POSITION  ANNOUNCEMENT
POSITION TITLE:   Director of the Stennis Child Development Center  -  Exempt  

POSTING DATE:     December 1, 2003  - Closes on December 12, 2003

POSITION No.:       706






POSITION DESCRIPTION: 
This is a full-time position with benefits as Director of the Child Development Center at the Stennis Space Center which plans, administers, promotes and directs all phases of the Day Care and Summer Program at the Center.   This includes supervisory responsibilities for approximately fifteen subordinates.

PRIMARY DUTIES AND RESPONSIBILITIES  include but are not limited to:

05%
Adherence to University and department policies, procedures, and regulations; 

05%
Approves and maintains standards and procedures for the operation of the Center in combination with State and National Association for the Education of Young Children (NAEYC) licenses requirements.

10%
Develops and/or revises and coordinates the implementation of the overall program and policy.


05%
Coordinates professional development programs for personnel.

05%
Consults and advises administrative supervisors on matters concerning the program and/or its development.


15%
Delegates duties to accomplish projects and goals of the USM Child Development Center at Stennis Space Center.

10%
In coordination with respective USM supervisors, develops and submits funding proposals on an as-needed basis and seeks funding from a variety of sources.

05%
Evaluates instructional and professional development materials, equipment, curricular materials, and marketing strategies on behalf of the Center.

05%
Interprets the service of the Center to the University and internal/external communities.
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10%
In cooperation with USM supervisors, proposes and administers budgets, reconciles Center records with Budget Office, and keeps the Center self-supporting.

10%
Maintains records of enrollment and progress for the Center and makes reports as required by funding agencies, State Department of Health, and/or NAEYC.

05%
Prepares reports, memos, and letters to be submitted to agencies, employees, and community.

05%
Prepares referrals of children for needed services such as speech and hearing lessons or visits by social services. 

05%
Implements supervisory responsibilities in a timely, fair, and objective manner. 

 EDUCATION AND EXPERIENCE REQUIREMENTS:
· Master’s degree (M.S.) or equivalent and ten years related experience and/or training; or equivalent combination of education and experience.  Demonstrated ability to secure extramural grant funding.  Willingness to register for and complete undergraduate or graduate courses relating to the position at USM/College of Education or College of Science and Technology. 

· A willingness to register for undergraduate or graduate courses relating to the position at USM/College of Education or College of Science and Technology.

· Ability to read, analyze, and interpret common scientific and technical journals, financial reports and legal documents.

· Ability to respond to common inquiries or complaints from parents/legal guardians (customers), regulatory agencies, or members of the business community.

· Ability to write speeches and articles for publication that conform to prescribed style and format.  Ability to effectively present information to top management, public groups, and/or boards of directors.

· Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.

· Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form. 

· Exemplary interpersonal and communication skills are essential to the success of the SCDC and this position.

· These credentials are preferred: 1) Child Development Association (CDA) Certification and  

2) MS Directors’ Credential Program Office of Child and Youth (OCY).

SUPERVISORY RESPONSIBILITIES: Shares supervisory responsibilities with the Administrator of the SCDC.

INTERNAL/EXTERNAL RELATIONSHIPS: 

Contacts within the University include departmental personnel, faculty, graduate and undergraduate students.

Contacts outside the University include personnel from other state and federal agencies, vendors, parents, guardians and the public.

MACHINES, TOOLS EQUIPMENT, ELECTRONIC DEVICES, AND COMPUTER PROGRAMS
The machines, tools, equipment, electronic devices, and computer programs listed below are representative of those which must be utilized to perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Utilizes personal computer, computer software and applications.  Also uses standard office equipment such as stapler, staple remover, scissors etc.

COMPUTER SKILLS:
Skill in computer keyboard use.  Skill in using a mouse to make selections on a menu or screen.  Basic knowledge and skill of maneuvering within a Microsoft Windows environment.  Basic knowledge and skill of maneuvering within Windows-based software applications such as Microsoft Word and Microsoft Excel.  Basic knowledge and skill on Internet browsers such as Netscape Navigator to access web sites.  Basic knowledge and skill of using email to send and receive correspondence.  Proficiency in using search engines and web-based applications for research.  Proficiency in Microsoft Word, Microsoft Excel, and Microsoft Access for reports and documents.  Knowledge and skill in incorporating software tools and equipment into office procedures.

QUALIFICATION REQUIREMENTS:

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individual with disabilities to perform the essential functions.

EDUCATION AND/OR EXPERIENCE:  

· Bachelor’s degree or equivalent and ten years related experience and/or training; or equivalent combination of education and experience.  

· A willingness to register for undergraduate or graduate courses relating to the position at USM/College of Education or College of Science and Technology. 

· Ability to read, analyze, and interpret common scientific and technical journals, financial reports and legal documents.  

· Ability to respond to common inquiries or complaints from parents/legal guardians (customers), regulatory agencies, or members of the business community.

· Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.  

· Exemplary interpersonal and communication skills are essential to the success of the SCDC and this position. 

· These credentials are preferred: 1) Child Development Association (CDA) Certification and 2) MS Directors’ Credential Program Office of Child and Youth (OCY). 

Other Minimum Requirements:

· Employee must have had the Hepatitis B vaccines and provide documentation of vaccines; or be willing to obtain the vaccinations (series of three) at their own expense, within time required by the immunizations.  The first of these three vaccines must be taken within two weeks of beginning of employment.

· Employee must have a current (within the last 12 months) Tuberculosis skin test and provide documented evidence from the Health Department or a physician; or be willing to obtain the TB skin test prior to employment.

LANGUAGE SKILLS:

Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, and governmental regulations.  Ability to write reports, business correspondences, and procedure manuals.  Ability to effectively present information and respond to questions individuals and from groups of faculty or staff, and the general public.

MATHEMATICAL SKILLS:

Ability to work with mathematical concepts, and other reporting procedures.  

Ability to apply concepts such as fractions, percentages, ratios and proportions to practical situations.

REASONING ABILITY:

Ability to solve practical problems and deal with a variety of concrete variables in certain situations.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.  

OTHER SKILL AND ABILITIES:

Good people skills are required.  Must have the ability to relate to a variety of different people in various circumstances and settings.

CERTIFICATES, LICENSES, AND REGISTRATIONS: a Valid Mississippi Drivers’ license is required for this position.   First Aid and CPR certification are desired. 

PHYSICAL DEMANDS:   

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employees is regularly required to stand, use hands to finger or grasp objects, tools, or controls; talk; and hear.  The employee is required to stoop; reach with hands and arms; walk; lift; and perform repetitive motions with hands, wrists, or fingers.  The employee is occasionally required to climb; balance; kneel; or crouch; crawl; push or pull; use hands to grasp objects, tools, or controls.

The employee must occasionally lift and/or move up to 40 pounds.  Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, depth perception, and the ability to adjust to focus.

WORK ENVIRONMENT: The work environment characteristics described here are representative of those any employee encounters while performing the essential functions of this 

job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The employee may, on occasion, encounter hot, humid or cold conditions. 

Noise level in the work environment is usually moderate.   In some cases may be subjected to noise related to activities outside of immediate office.
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