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ERSEA MANAGER 

JOB SUMMARY: The ERSEA Manager (enrollment, recruitment, selec on, eligibility and a endance) is responsible 
for the management and oversight of systems for ERSEA and suppor ng internal systems to ensure compliance with 
Head Start and Early Head Start program standards.  This role also supports the enrollment and a endance tracking 
for the school age program.  The ERSEA Manager will be responsible for parent communica on, internal  
communica on, data tracking and analysis, and child record maintenance in accordance with agency and contract 
standards.  The ERSEA Manager is also responsible for suppor ng, tracking, and maintaining the Child Care Subsidy 
Program (childcare assistance) for eligible families.   

 

QUALIFICATIONS: 
 Bachelor’s degree.  

 Experience in working with children and families in poverty, preferred. 

 Knowledge of Early Childhood Educa on Programs, Head Start Programs, State Licensing and NAEYC 
Accredita on. 

 Experience with ChildPlus, preferred. 

 Experience with The Child Care Subsidy Program, preferred. 

 
ESSENTIAL JOB FUNCTIONS 

 Maintains up to date knowledge of Head Start Performance standards, licensing requirements as well as NAEYC 

Accredita on.  

 Maintain state childcare license standards, Head Start Performance Standards and NAEYC Accredita on standards 

in all job related du es. 

 Manage and monitor the wai ng list for families in both the early educa on and school age programs. 

 Conduct annual enrollments, including scheduling, comple ng packets, data entry, crea ng/maintaining files, and 

other paperwork as required. 

 Provide families with resources and/or help with the referral process. 

 Collaborate with the Family Engagement team on a endance tracking and planning for families, including tracking 

and enforcement of late fees. 

 Assist with USDA/CACFP tracking and grant repor ng.  

 A end all mandatory as well as some other offered training, and con nuing pursuit of professional development 
as iden fied on professional development plan. 

 Requires maintaining CPR and First Aid cer fica on. 
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 Requires upda ng TB test every two years. 

 Requires ability to bend, kneel and squat many mes each day. 

 Requires ability to li  and carry up to 20‐30 pounds. 

 Other du es as assigned. 

 

COMPETENCIES 

 Strong organiza onal, communica on, and interpersonal skills; able to work on mul ple projects with numerous dis‐
trac ons. 

 Ability to work effec vely with a wide range of individuals including with persons of diverse cultural and economic 
backgrounds, within and out of the agency and to project a posi ve public image for oneself and Opera on Break‐
through. 

 Ability to demonstrate commitment to Opera on Breakthrough’s mission to make a posi ve difference in the lives of 
at‐risk children and their families. 

 Interact respec ully and professionally with others. 
Demonstrates good role modeling for other employees in me, on task and hours on site 

 Good hygiene and personal appearance. 

 Language, behavior and communica on skills that are consistent with respec ul and professional prac ce. 

 Promote communica on, warmth and respect among all staff and volunteers. 

 Has the ability to manage personal life separate from professional commitments 

 Demonstrate ability to be sensi ve to the needs and feelings of others, to develop and maintain working rela onships 
with others, to accept interpersonal differences, and to deal effec vely with others regardless of level or status. 

 Uses good judgment when making decisions including making sure they are based on sound reasoning and weighing of 
possible outcomes. 

 Dependability (Arrives at work on me, leaves work on me, uses approved lunch/break mes appropriately. Follows 
procedures in reques ng, repor ng and using leave me. 

 Represent Opera on Breakthrough, Inc. in the community as well as in the building. 

 Culturally competent. 

Reports to: Senior Program Manager— Health/ERSEA 

Deadline: Un l Filled. 

  
This job descrip on is not designed to cover or contain a comprehensive lis ng of ac vi es, du es or responsibili es that are required 
of an employee. 
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