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Classification Specification
	

	
	3427100

	
	FAMILY RESOURCES COORDINATOR



Class Summary

The responsibilities of this classification include serving as primary resource for families at risk referred to Seattle/King County Department of Public Health programs and services. Responsibilities include working with at-risk families or providing a safe, nurturing and challenging environment for children in a child care facility. 

Distinguishing Characteristics

This is a single-level classification. This classification is distinguished from the Health Care Assistant in that the incumbent works primarily with families with special-needs children and for families referred for child care services, while the Health Care Assistant is responsible for clinical duties, office management, outreach and assessment. 

Examples of Duties (May vary by position)

When assigned to special needs programs:
1. Serve as primary resource for families referred to assigned programs.

2. Meet with families on a regular basis to evaluate and monitor client progress and determine if program is meeting their needs.

3. Make presentations to individuals and groups on early intervention programs and other services.

4. Advocate and/or assist families in identifying, assessing and coordinating formal and informal resources to meet family concerns.

5. Develop, identify and maintain working relationships with community referral sources.

6. Work with families and appropriate agencies to plan, develop and schedule service.

7. Collect data and prepare reports for funding agencies.

8. Identify and recruit families in targeted populations for data collection and analysis.
When assigned to child care program:
1. Plan and supervise the daily operation of child care program.

2. Determine daily program format and activities and provide direction to staff on program activities.

3. Identify each child’s personal needs and implement child development techniques to foster self-esteem and self-control.

4. Provide guidance to group activities and determine activities that are developmentally appropriate for children.

5. Conduct outreach activities for the program.

6. Drive a motor vehicle to transport children to and from child care.

When assigned as Lead:
1. Provide technical assistance, guidance and direction to assigned team.

2. Coordinate the development of program policies and procedures.

3. Coordinate county-wide public relations and training for program services.

4. Analyze program data and prepare reports.
5. Perform other duties as assigned.
Knowledge/Skills (May vary by position)

Knowledge of early childhood development patterns, behaviors and techniques
Knowledge of early childhood education curriculum and lesson plan development
Knowledge of community resources for children
Familiarity with early intervention, health and social service systems
Knowledge of resources for children with special needs and their families
Organization skills

Oral and written communications, negotiation and presentation skills
Problem-solving skills
Analytical skills
Map-reading skills
Skill in working with two or more social and health systems
Skill in coordinating and implementing child care programs
Skill in the identifying a child’s personal needs
Skill in treating each child and parent with dignity and respect
Skill in working with parents and children who may be HIV positive
Skill in preparing documentation on family interactions
Skill in handling and managing a number of tasks simultaneously
Skill in the operation of office equipment
Licensing, Certification and Other Requirements

Washington State Driver’s License (some positions)
Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.

	FLSA Designation
	Non-Exempt

	Levels within same series
	None
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