
PROGRAM DIRECTOR 

CHILD CARE AWARE OF NORTHCENTRAL ARKANSAS (CCANA)

JOB DESCRIPTION
The office of the CCANA Program Director will be located in Batesville, Arkansas within the offices of the White River Planning and Development District, Inc., the umbrella agency for Child Care Aware and the WRPDD Child Care Programs. The Program Director will serve as the manager of a 14-county service area in Northcentral Arkansas, including a satellite office in Conway (Faulkner County). The program director position will involve travel to service counties as needed and attendance at state meetings relevant to the job, and/or attendance at regional or national conferences as funding allows.    

PRIMARY DUTIES:
Include the overall operational management and administration over a multi county regional child care resource and referral program for Northcentral Arkansas.  
KEY RESPONSIBILITIES:
1. Supervise staff of the WRPDD CHILD CARE AWARE OF NORTHCENTRAL ARKANSAS (CCANA).  
2. Responsible for writing policies and any print material design and content.

3. Oversee the operation of the CCANA child care facility data base and maintain up to date statistical date on the facilities in the service area on a quarterly basis. 
4. Responsible for involving the CCANA Advisory Council and implementation of the CCANA By-Laws as well as report to the Executive Director and the WRPDD Board of Directors.  

5. Responsible for completion and submission of monthly reports to the Division of Child Care and Early Childhood Education (DCCECE) and any other funding entity which requires regular reporting  

6. Responsible for fulfilling contractual obligations of funding sources (i.e., DCCECE, private sector funders, United Way, philanthropic funders and other community funding partners or potential funders).    

7. Responsible for writing grants for supplementary funding, as well as reporting to such entities who may grant CCANA special project dollars.  

8. Responsible for the implementation of quality enhancement training opportunities for child care providers/classroom teachers in the CCANA service area.  

9. Seek additional funds for projects needed as identified through technical assistance to child care facilities, child care licensing or other local, regional, state or national trends for child care resource and referral agencies.  

10. Responsible for the Annual Fall Child Care Conference as well as the statewide Nutrition and Physical Activity Conference (held in Central Arkansas).  

11. Contribute as requested by the Executive Director to projects concerning the health and well-being of White River Planning and Development District.  
12. Prepare annual budgets for the Fiscal Office of WRPDD. 

13. Collect and maintain necessary program records from all parties as well as preserve a historical track record of CCANA, including quarterly reports, minutes of Advisory Council meetings and other significant events. 

14. Supervise the managers of the Child Care Resource Centers and Lending Libraries in the Batesville and Conway locations, as well as oversee any future expansions including partnerships with local libraries which may house curriculum belonging to CCANA placed in numerous counties within the service area.  

15. Seek funding opportunities and ways which allow the resource centers to grow.  

16. Build and maintain community partnerships/relationships with common stakeholders in the CCANA service area (i.e., County DHS Offices, Cooperative Extension, Offices of Emergency Services, County Health Departments, institutions of higher education, and others).  

17. Other duties as required
QUALIFICATIONS
A Bachelor’s degree in Early Childhood Education, Business Management or a similar field is preferred. A minimum of three years’ experience in a similar managerial role. 
DESIRED CHARACTERISTICS
Ability to interact well with the general public, speak in front of groups, proficiency in oral and written communication (including grant writing),  prepare reports and budgets, fundraise, supervise staff, and work cooperatively with multi-county Advisory Council. 
