ORGANIZED COMMUNITY ACTION PROGRAM, INC.
HEAD START

RESOURCE SPECIALIST

Supervisor: To be decided
Status: Non Exempt
Terms of Employment: Regular Full-Time

Job Duties:

Intake and input applications on new children on a daily basis.

Update files on children who are currently enrolled and on the waiting list that are
already in the Head Start database on a daily basis.

¢ Enter physicals, dentals, and immunizations on a daily basis.

Prepare computer database for next program term, such as archiving the old term and
setting up information for the new term.

Prepare and mail out acceptance letters once a year.

Prepare and mail out waitlist letters once a month.
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Check, calculate, and enter in-kind on a daily and weekly basis during school term.
Enter heights and weights on all enrolled children twice a year.

Run reports for centers on a weekly basis.

Run reports for Central Office staff every 10™ of the month.

File information received from centers and families into the proper file on a daily basis.
Prepare sign-in and sign-out sheets for pre-service two times a year.

Assist center level staff with questions and concerns that they may have on application
intake or other daily tasks on a daily basis.
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Assist Systems Coordinator with the training of staff on information learned from
conferences, new software programs, and by training one-on-one, in groups, during pre-
service, and throughout the year.

Assist and help with gathering information for PIR (Program Information report) and
other reports.

Help recruit/ take applications on children.

Assist Systems Coordinator with monitoring staff (FSS I, CSS) to ensure information is
entered correctly into computer database. Submit follow-up report to Systems
Coordinator.
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Assist with the maintenance of Agency computers that does not require IT technical skill.
Deliver computers and printers to the centers, set them up, and install software that does
not require IT technical skills.

e

25



I have read and understand the responsibilities and requirements of my job description. By
signing my job description, my signature verifies that I accept and agree with my responsibilities
and requirements.

Signature Date

Supervisor Signature Date



