RIVERBEND HEAD START & FAMILY SERVICES JOB DESCRIPTION 

TITLE:

Full-Time Substitute Program Aide/Food Service Worker 

 

GRADE:

NE5
REPORTS TO:
Health Coordinator


 



AGENCY MISSION:
To empower children and families in Madison County, Illinois to develop positive skills to meet life’s challenges.
ESSENTIAL DUTIES AND RESPONSIBILITIES include but not limited to the following:
1. Support internally and externally, verbally and in action the missions of Riverbend Head Start & Family
Services.

2. Demonstrate commitment to the total agency and its strategic direction through collaboration with

other program directors and departments to further organizational goals.

3. Welcome parents/visitors by greeting them in person or on the telephone and respond to requests.

4. Notify staff of visitor’s arrival.

5. Maintain security by following established procedures.

6. Monitor logbook for location of all staff.

7. Direct parents/visitors to meeting room locations.

8. Maintain parent confidence by keeping all information confidential.

9. Contribute to team effort by providing clerical support to all site personnel to include typing, copying

and faxing any necessary documentation.

10. Provide field trip permission slips to parents and track slips to assure they have been received.

11. Answer phones, monitor voicemail/answering machine, take detailed messages and forward to 

appropriate staff.

12.  Attend meetings and take and distribute minutes as needed.
13. Manage supply budget and maintain inventory of supplies, level of inventory, placing orders for supplies, verify receipt of supplies comparing count/measure of items against purchase orders and packing slips.

14. Create and maintain child files by preparing folders and file labels, organizing materials for allotted 

space, filing information in designated files.  Compile and sort dated information by utilizing filing


       mechanism according to established procedures.  Ensure that child files are locked/secured nightly


       and when no one is in the building.

15. Maintain site historical records and file accordingly.

16. Maintain weekly attendance sheets and check for accuracy in address changes, days absent and 

update as needed.

17. Follow-up on child absence by contacting parents daily to determine the absence code and complete any required documentation. Communicate information obtained regarding the child’s absence to Teachers.  

18. Responsible for being familiar with operation of all office equipment and provide assistance to site

staff when necessary.  Ensure operation of equipment by completing preventative maintenance requirements.  Follow manufacturer’s instructions and establish procedures for use of equipment.  Call appropriate vendors for repair of equipment.

19. Contribute to center enrollment by taking new applications of all walk-ins and assisting Family Advocates with recruitment when necessary. 

20. Produce monthly newsletter for the center.  Type, edit, copy, assemble and distribute to appropriate
personnel by the 30th of each month. 
21. Ensure communication between central office and site by picking up and dropping off mail as needed.   May also be required to take mail to post office daily.

22. Assist children who have minor injuries such as nosebleeds and scrapes.  Monitor for pink eye, ringworm,

lice, rashes, etc.  Notify parents when children are ill or an accident has occurred.  Complete and follow-up on all necessary reports pertaining to illness or accident.

23. Assist with checking in food and preparing meals for children during the absence of the Food Service Worker.

24. Assist with scheduling parent conferences/home visits for Teacher and Family Advocates
25. Assist in contacting the bus company with any bus issues 
26. Help maintain general appearance of site by keeping work area clean.

27. Maintain professional and technical knowledge by attending appropriate workshops.

28. Maintain agency inventory in accordance with required funding source guidelines.

29. Assist with third party independent audits, state and federal audits and all financial

and compliance audits as needed. 
30. Establish written agency purchasing procedures in compliance with funding source regulations.

31. Other duties as assigned.
EDUCATION AND/OR EXPERIENCE:

High school diploma or equivalent is required. 1 year secretarial or general office experience, basic computer skills and competency in all aspects of clerical duties required. Will need to be able to provide their own transportation to and from work and throughout the day.

WORKING CONDITIONS:

Work is performed in an office 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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