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Champaign County Regional  
Planning Commission 

 
POSITION DESCRIPTION 

 
 
Position Title: Administrative Assistant – Early Childhood 
 
Reports To:  Early Childhood Director 
 
Supervises:  None 
 
FLSA Status:   Non-Exempt  
 
Pay Grade:  3 
 
 
General Duties: 
 
The Administrative Assistant is responsible for providing support to the Early Childhood Division 
Director and Managers and performing general office duties for department staff, including 
typing of reports, grants, and other general correspondence, performs general data entry 
utilizing a variety of computer software programs, answers phones and schedules meetings and 
appointments.  The Administrative Assistant also maintains operation of the data systems and 
compiles the annually required Head Start Program Information Report. 
 
This position will ensure delivery of assigned duties and program services in accordance with the 
Agency Vision, Mission, and Values and applicable program contracts, manuals, and guidelines. 
 
 
Specific Duties and Responsibilities: 
 
• Implement Active Supervision of Children procedures to ensure each child is safe and 

accounted for at all times. 
• Welcomes and escorts visitors in a courteous and professional manner as needed. 
• As appropriate, answers client inquiries and requests for services and refers clients to 

appropriate department staff. 
• Answers telephone and takes messages or refers caller to appropriate employee or division. 
• Compiles statistical and other data and enters data into computer system utilizing a variety 

of software programs. 
• Scans and copies grant documents, reports, mailings, and other correspondence as 

needed. 
• Types reports, letters, grant applications and other forms of correspondence. 
• Uses available technology to increase efficiency, complete data entry, and maintain and 

produce accurate, up to date records and reports.  
• Uploads documentation onto website for meetings, activities, etc. 
• Prepares and emails board meeting documents to the Policy Council and RPC 
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Administrative Assistant. 
• Records and transcribes minutes for the Policy Council meetings. 
• Schedules meetings as requested. 
• Serves as a point of contact for copier/printer issues as needed. 
• Maintains budget tracking of the Training and Technical Assistance Plan. 
• Researches and recommends supplies, equipment, training, etc. purchases for the program. 
• Completes Purchase Orders as needed. 
• Orders supplies and maintain an appropriate level of supply inventory. 
• Runs monthly attendance repots for all the full-day classrooms (EHS & HS). 
• Use spreadsheet to record the number of eligible days, days present for each child.  Fiscal 

Specialist in charge of billing gives reports from the full-day sites of children who are 
approved by CCRS or DHS for less than 5 full days. 

• Work with the Fiscal Specialist on resolving issues on regarding the children’s start dates or 
withdrawal dates.  

• Run reports from ChildPlus combining all four sites to be used for fiscal specialist to enter 
CACFP claim in the ISBE website 

• Supports managers with on-boarding new employees such as using the copy machines, 
telephone system, etc. 

• Completes conference registration and travel arrangements. 
• Completes registration for online courses. 
• Runs and reviews the Program Information Report for accuracy every August and uploads 

to the Office of Head Start’s website.  
• Performs other duties as assigned. 
 
 
Required Knowledge, Skills, Characteristics and Abilities: 
 
• At a minimum, High School Diploma or GED equivalent.  Associates Degree preferred. 
• At least three years of administrative assistant or secretarial experience, preferably in an 

education environment. 
• Bilingual (English and Spanish) with the ability to fluently converse and write in Spanish, 

preferred. 
• At least one year of fiscal experience preferred. 
• Experience working with diverse populations preferred. 
• Respect for the principles of Equal Employment Opportunity and Americans with Disabilities 

Act.  
• Must meet all requirements of Illinois Department of Children and Family Services. 
• Ability to handle program and client information in a confidential manner and report 

concerns as mandated. 
• Ability to use oral and written communication, and interpersonal and management skills 

necessary to effectively supervise staff, relate to children, families, and community agencies 
• Ability to utilize technology to meet program requirements 
• Ability to work in a fast-paced work environment 
• Ability adjust to change frequently 
• Ability to work independently and meet strict deadlines 
• Ability to learn the Head Start and other agency rules and regulations within three months.  
• Ability to utilize modern office procedures, equipment, software, and web-based 

applications such as email and ChildPlus, Microsoft Teams, Survey Monkey, MS 
Word, MS Excel, MS PowerPoint, and the ability to learn project specific computer 
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software programs. 
• Ability to make routine computations, enter data accurately, and communicate messages 

accurately and efficiently. 
• Ability to use email, spreadsheets, database, and word processing software as well as web-

based applications.   
• Ability to learn new computer software programs and attend training in other areas of job 

knowledge deemed necessary by supervisor 
• Ability to coach staff on reports, data systems, etc. 
• Ability to work weekends and evenings as needed 
• Ability to solve and analyze problems 
• Ability to self-reflect on performance and services 
• Ability to organize office area, projects, documents, meetings, etc. 
• Ability to manage time to meet deadlines, work duties, and work schedule 
• Ability to travel to meetings, training, service delivery, and other work sites as required to 

meet program needs. 
 
 
Essential Functions: 
 
Reasonable accommodations may be made to enable individuals with disabilities to 

perform the essential functions. 
 

• Sitting/standing at a desk approximately 95% of workweek. 
• Travel to meetings, trainings, and other work sites 5% of the work week 
• Lift and carry equipment necessary to complete work assignments 
• Occasional bending, squatting, pushing, pulling, lifting, carrying, and/or moving up to 50 

pounds  
• Ability to make effective decisions that result in achieving goals of the department and 

organization.  
 
 
Competencies:  
 
• Motivation to Succeed: The willingness to take self-directed or self-motivated actions to do 

more than is expected in the job with the aim of improving job performance and finding or 
creating new opportunities.  Actively looks for challenges and is committed to meeting them. 
Enables others to acquire the tools and support they need to continuously improve their 
respective performance levels. Shows eagerness to develop. Is proactive in searching for new 
opportunities for both, himself/herself and for the organization, and follows up on these. Is 
willing to go beyond the requirements of the job and take on responsibilities that are not 
considered his/her own.    

• Project Management:  Able to see project from inception to completion. Ability to keep 
project moving forward toward successful completion in the face of aggressive schedules 
and discouraging developments. 

• Cultural Competency: Demonstrates the ability and understanding to appreciate and interact 
with people from cultures or belief systems different from one's own such as age, gender, 
ethnicity, and race in the most fair and productive way.  

• Collaboration:  Ability to work cooperatively with others, to be part of a team, to work 
together, as opposed to working separately or competitively.  Collaboration applies when a 
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person is a member of a group of people functioning as a team, but not the leader.  Acts to 
promote good working relationships regardless of personal likes or dislikes; breaks down 
barriers across groups; builds good morale or cooperation within the team, including creating 
symbols of group identity or other actions to build cohesiveness; encourages or facilitates 
beneficial resolution to conflict.    

• Communication Proficiency:  Demonstrates the ability to speak to a variety of audiences in 
an effective and understandable manner; presents complex program related information to 
internal and external stakeholders; capable of communicating information in a variety of ways 
based on the audience. 

• Problem Solving/Analysis:  Even in the most complex situations, breaks down problems 
into their fundamental parts, identifies their root causes, analyzes costs, benefits, risks, and 
chances for success of potential solutions, and creatively attacks problems in ways that lead 
to innovative solutions. 

• Decision Making:  The thought process of selecting a logical choice from the available 
options. When trying to make a good decision, a person must weigh the positives and 
negatives of each option, and consider all the alternatives. For effective decision making, a 
person must be able to forecast the outcome of each option as well, and based on all these 
items, determine which option is the best for that particular situation. 

• Interpersonal Skills:  The qualities and behaviors a person uses to interact with others 
properly. An employee's ability to work well with others while performing their job. Knowledge 
of social expectations and customs. Sometimes described as social intelligence, which relies 
on paying attention to the actions and speech of others and interpreting them correctly as part 
of forming a response. 

• Technology:  Comfortable using technology to accomplish tasks including adapting to new 
technology to optimize performance.  

• Time Management:  The process of planning and exercising conscious control of time spent 
on specific activities, especially to increase effectiveness, efficiency, and productivity. It 
involves a juggling act of various demands with the finiteness of time.  

• Civility: Ability to authentically communicate one's own personal ideas, while also respecting 
and not dismissing other peoples' outlooks. Ability to think deeply about respectful 
interactions, foster collaboration, and successfully encourage others to make effective 
decisions that result in achieving goals of the department and the organization. 

• Ethical Conduct:  Demonstrates a sense of agency responsibility.  Driven by positive moral 
principles that govern their approach to their work.  

• Attention to Detail: Pays close attention to detail to avoid errors or mistakes. 
 
 
Work Environment:   

• Office work will be performed in an open cubicle environment sometimes involving 
distractions.  

• Noise level may fluctuate depending on visitors within the office or centers 
• Frequent near-vision use for reading and computer work 
• Occasional adjustments of office furniture  
• Primarily climate-controlled office setting with minimal safety/health hazard potential 

 
 
Disclaimer:   

http://www.businessdictionary.com/definition/process.html
http://www.businessdictionary.com/definition/choice.html
http://www.businessdictionary.com/definition/decision.html
http://www.businessdictionary.com/definition/person.html
http://www.businessdictionary.com/definition/weight.html
http://www.businessdictionary.com/definition/option.html
http://www.businessdictionary.com/definition/effective.html
http://www.businessdictionary.com/definition/able.html
http://www.businessdictionary.com/definition/forecast.html
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The job description is not designed to cover or contain a comprehensive listing of activities, 
duties, or responsibilities that are required of the employee.  The description contains examples 
of duties and responsibilities that may or may not be considered “essential functions” to a 
particular job or position within this job class. “Essential functions” are to be determined at the 
position or job level within each department. Other duties, responsibilities, and activities may 
change or be assigned at any time with or without notice. 
 
 
Signature of Employee        Date      
 
Revised:  4/14/22 


	Reports To:  Early Childhood Director

