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CONTRACT POSITION PROFILE
CONTRACT POSITION:
Professional Development Project Coordinator

ORGANIZATION:

Virginia Early Childhood Foundation

LOCATION:


Richmond, Virginia

REPORTS TO:

Vice President of Programs
TRAVEL:


Limited travel to designated areas of state
ORGANIZATION BACKGROUND___________________________________________________________

VECF is a statewide non-profit public-private partnership with the vision that every child in Virginia will enter kindergarten healthy and ready to succeed in school and in life. Its mission is to foster a coordinated, comprehensive system of state and local, public and private resources to strengthen the ability of all Virginia families to provide a “Smart Beginning” for children from birth to age five.  In partnership with key state agencies, VECF’s primary goal is to support the work of local communities in strengthening their early childhood systems. The Foundation provides competitive grants and technical assistance to local early childhood initiatives formed to build capacity and infrastructure in local communities for delivery of high quality early childhood programs. 
PRINCIPAL RESPONSIBILITIES_____________________________________________________________

The contractor will oversee a 24 month project intended to improve professional development opportunities for child care providers in Southside and Southwest Virginia. Funded by the Tobacco Indemnification and Community Revitalization Commission (TICRC), this project is part of a multi-year focus on improving kindergarten readiness in two regions of Virginia. The goals are: to assess professional development needs and opportunities; to create a stronger, better coordinated system of professional development; and to offer scholarships and materials support to up to 50 child care providers. The Professional Development Project Coordinator will be responsible for all aspects of this project including meeting deliverables, reporting, and subcontracting. It is expected that the contractor will work varying part time hours over the 22-24 month time period. Specific responsibilities include:

· Develop a timeline with VECF Vice President of Programs and adhere to expectations

· Coordinate with VECF staff on reporting progress to the TICRC and meeting deliverables

· Convene and work with an Advisory Committee to guide the project

· Develop and oversee an RFP process to select pilot projects

· Develop guidelines for a needs assessment of providers

· Develop guidelines for an environmental scan of available professional development opportunities

· Collaborate with other VECF staff, Smart Beginnings, Virginia Star Quality Initiative and other professional development stakeholders contributing to the project

· Manage implementation and reporting of the pilot projects

· Provide technical assistance as needed on the needs assessment, environmental scan, development of coordinated schedules and collaborative training plans for each pilot as needed

· Develop selection system, accountabilities and guidelines for each pilots’ awarding of scholarship funds to providers

· Assist Pilot managers with developing local Virginia Association of Early Childhood Education (VAECE) chapters as needed

· Contribute to budget development and fiscal management of the pilot projects

EXPERIENCE___________________________________________________________________________
The position requires a personal commitment to the Foundation’s vision that every child in Virginia will enter kindergarten healthy and ready to succeed in school and in life.

The ideal candidate will have:

· Proven success in project management and working with a team

· Bachelors or Masters Degree in early childhood, education, or related field

· Knowledge of early care and education field

· Knowledge of professional development for childcare providers

· Experience working in the community college system or another entity providing professional development

· Experience with managing an RFP and contracting process
· Excellent organizational skills, comfort in working independently and ability to meet strict time frames
· Strong written and verbal presentation skills
· Capacity to adjust part-time hours and schedule as needed for duration of 24 month project

· Ability to successfully work with diverse populations 
· Ability to travel to Southside and Southwest Virginia as needed
· Ability to telecommute and work from a home office
CONTACT_____________________________________________________________________________

Please send a cover letter and resume by February 1, 2012.  No calls please.
Email to:  positions@vecf.org.
VECF is an equal opportunity employer and maintains a drug free and smoke free workplace.
