RIVERBEND HEAD START & FAMILY SERVICES JOB DESCRIPTION 

TITLE:

Instructional Support Specialist


GRADE:

E9


REPORTS TO:
Disabilities/Child Development Coordinator
STATUS:

Full-Time/Exempt 

AGENCY MISSION:  To empower children and families in Madison County, Illinois to develop positive skills to meet life’s challenges.
This position is responsible for the leadership and administration of instructional support services throughout the program. Work is performed under the direction of the Disabilities/Child Development Coordinator, with the Instructional Support Specialist functioning as a member of the Agency’s program management team. 
essential job functions: 
This position will use the Practice Based Coaching Model to support staff in developing fundamental teaching practices, classroom management, and cultural responsiveness improving all over quality towards achieving school readiness goals.
1. General classroom observations, consultations and coaching (40%) 

· Effectively coach and mentor staff in implementing the curriculum with fidelity; implement coaching to fidelity-effective practices of observation, modeling, delivery of performance feedback, and use of relationship-building strategies.
· Implement practice-based coaching in a collaborative way that supports teaching practices and leads to positive outcomes for the children.

· Conduct classroom observations and provide feedback to teachers improving teacher-child

interactions and curriculum implementation that supports positive child outcomes towards

       school readiness

· Provide guidance and model developmentally appropriate activities for children and effective ways to work with and support young children. 

· Ensures teacher-child interactions and instruction is responsive, intentional and

developmentally appropriate to ensure children are provided socially supportive, organized, and

instructionally meaningful interactions to support their development (i.e., social-emotional,

physical, cognitive and language) and learning (i.e., literacy, math, science, technology, social

studies, and the arts

· Support staff in using child assessment data to develop goals and implement activities to support each child’s learning. 
· Adhere to the Office of Head Start performance standards, Department of Children and Family Services (DCFS) child care standards and Illinois State Board of Education (ISBE) standards.
2. Staff training (25%)
· Support the initial onboarding of all staff members at RHSFS and provide annual trainings thereafter. 

· Meet with classroom teams’ quarterly to develop and implement plans as needed for professional development. 

· Engage staff in individual and group reflective coaching (PLC) to discuss observations and develop a plan to strengthen challenging areas and build on areas of strength. 
3. Programmatic Responsibilities (25%) 
· Prepare and maintain work related reports and files; assist with facilitating the process of gathering monthly and annual program information and reports; assure accuracy of the content of such reporting.
· Participate in weekly team meetings with Disabilities/Child Development Coordinator 

· Participate in monthly team meetings 
· Participate in the development and implementation of program policy & procedures. 

· Participate in the development of Community Assessment. 
· Participant in the development of RHSFS Strategic Goals. 

· Participate in recruitment of families for the program. 
· Participate in at minimum of one community collaboration 

4. Parent Training (5%)
· Recruit participants for at least one parent training per year. 

· Coordinate and facilitate with Disabilities/Child Development Coordinator parent trainings of children transitioning to Kindergarten. 
5. Other (5%)
· Duties as assigned 
SKILL BASED COMPETENCIES AND PERFORMANCE OUTCOMES:

Approachability:  Is easy to approach and talk to spending the extra effort to put others at ease by being warm, pleasant, gracious, sensitive and patient with others interpersonal anxieties.  Builds rapport by being a good listener, an early knower and getting informal and incomplete information in time to do something about it.
Compassion: Practices attentive and active listening; has the patience to hear people out; is tolerant with people and processes; tries to understand the people and the data before making judgements and acting, genuinely cares about people; is concerned about their work and non-work problems; is available and ready to help. 

Organizing/Skills Procures and organizes resources to get things done, orchestrates multiple activities at once to accomplish a goal, arranges information in a useful manner. Has the functional and technical knowledge and skills to do the job at a high level of accomplishment. 
Action Oriented: Enjoys working hard; is action oriented and full of energy for the things he/she sees as challenging; not fearful of acting with a minimum of planning; seizes opportunities; is personally committed to and actively works to continuously improve him/herself; understands that different situations and levels may call for different skills and approaches. 

Dealing With Ambiguity: Can effectively cope with change; can shift gears comfortably; can decide and act without having the total picture and isn’t upset when things are up in the air; can comfortably handle risk and uncertainty. 
Understands and Motivates Others: Understands why groups do what they do; picks up the sense of the group in terms of positions, intentions, and needs; what they value and how to motivate them; creates a climate in which people want to do their best. 

EDUCATION and/or EXPERIENCE:
Bachelor’s degree required in early childhood education, Master’s degree preferred. Minimum of two year’s applicable experience preferred.  Must be able to provide their own transportation to and from work and throughout the work day.
WORKING CONDITIONS:
Work is performed in a setting with minimal safety issues.  Some travel to outside meetings, trainings, conferences, Agency sites, etc.  This position requires sitting, standing, bending and minimal lifting.

ACKNOWLEDGEMENT:

This job description describes the general nature and level of work performed by the employee assigned to this position.  It does not imply that these are the only duties and responsibilities assigned to the job.  The employee may be required to perform other job-related duties as requested by their direct Supervisor.  All requirements are subject to change over time and to possible modifications to reasonably accommodate individuals with a disability.
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