L.E.A.P.
Job Description

Job Title: ERSEA MANAGER / FAMILY ADVOCATE
(ERSEA=Eligibility, Recruitment, Selection, Enrollment, Attendance)

Department: Family Development

Status: Full Time

Classification: Non-Exempt

Work Weeks/Year: 52

Reports To: Assistant Director of Family and Community Partnerships and
Family Services Coordinator

Grade Scale: Tier 4

Approved:

It is the understanding and expectation of this organization that all employees will take
the opportunity to contribute to the overall success and mission of the agency above and
beyond the basic requirements of their job. The following are general responsibilities of
all L.LE.A.P. employees.

e Adhere to the agency’s policy on confidentiality both within the agency and the
community and adhere to all program policies and procedures.

e Work closely with all staff to ensure an integrated approach and provide
comprehensive services to clients, children and families.

e Utilize professional reading, writing and communication skills in order to carry
out necessary job requirements.

The ERSEA Manager/Family Advocate is directly responsible to the Assistant Director of
Family and Community Partnerships and ensures that all aspects of ERSEA are in
compliance with the Head Start Performance Standards and with the Head Start/Early
Head Start Comprehensive Program Plan. Typical work activities will include but not be
limited to the following:

1. Promote and support the program’s School Readiness Goals and the Parent,
Family, and Community Engagement (PFCE) goals.

2. Assist in the coordination of recruitment efforts and identification of children
eligible for Head Start/Early Head Start according to the established Recruitment
Plan.

3. Timely processing of all enrollment contacts and inquiries including completing
and assigning eligibility applications for completion.

4. Provide training, support, and feedback to program staff regarding the ERSEA

Policies and Procedures, including the completion of eligibility applications and
the family eligibility process.
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Auditing all eligibility documentation for accuracy and completeness in ChildPlus;
provide feedback and training to staff when necessary.

Verify all eligibility documentation and approve applications using the program’s
Selection Criteria.

Assign children to classroom/caseload for completion of enrollment process.

Complete ongoing monitoring and reporting of ERSEA data: wait list, acceptance
dates, entry dates, attendance data and terminations and verifying income.

Develop and maintain a system for tracking the distribution and timely
completion of eligibilities according to the ERSEA procedures and timelines.

Establish and maintain a collaborative working relationship with all community
partners and serve as an advocate for children and their families.

Carry a caseload and serve as an advocate for Head Start/Early Head Start
families.

Participate in planning with families.

Attend case management meetings as outlined in the program’s Case
Management protocol.

Encourage parent and community engagement in all areas.

Complete all required documentation in ChildPlus and in accordance with
program protocols.

Provide resources, referrals, advocacy and follow-up services to families.
Assist in the annual revision of the Comprehensive Program Plan, Policies and
Procedures, Community Assessment and in the program self assessment.
Attend upon request all staff and other appropriate meetings, trainings and

conferences. Some of which may necessitate out-of-county travel and
evening/overnight attendance.
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Minimum Associate’s Degree in Human Service field

Two years experience in human services field. Head Start/Early Head Start
experience and knowledge of Head Start/Early Head Start Performance
Standards preferred.

Ability to represent the program in a public forum and high comfort level in
speaking to individuals and groups (parents, community members, service

providers, staff)

ERSEA Certified or willing to obtain ERSEA Certification within the first 12 months
of hire date

Working knowledge and experience with basic computer software and data
collection/tracking/reporting systems

A valid driver’s license and means of reliable transportation.

An understanding of young children and low-income families, and an
appreciation of parents as the primary educators of their children.



