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The University of Vermont
POSITION DESCRIPTION FORM
(Use for drafting Position Description only)
POSITION INFORMATION
	
	

	Submit position description information directly on PeopleAdmin for all position actions for classified staff.


	Position Number:
	

	Classification Title:   (Link to Job Standards)
	Outreach Professional Senior

	Business Title:
	

	Department:
	CDCI

	Supervisor Name:

	Susan Ryan

	Supervisor Position Number:
	006207

	Name of Employee in Position:
	NA


	BASIC FUNCTION:  Briefly describe the position’s purpose and main function.

	This position will, through leadership, promote communication and collaborative efforts with CDCI colleagues and other partners and stakeholder groups to strengthen Children’s Integrated Services-Early Intervention (CIS-EI) infrastructure and provision of quality supports and services for children birth to three with disabilities and their families and provide support to ensure VT Part C meets the Part C requirements of the Individuals with Disabilities Education Act (IDEA). The position will monitor regional CIS-EI Programs to ensure fulfillment of the Office of Special Education Program (OSEP) and IDEA requirements within the context of, and in alignment with, the CIS Quality Assurance and Continuous Quality Improvement Process and Part C/Part B 619 Interagency Agreements. In collaboration with CIS Personnel Development Coordinator, this position will coordinate ongoing orientation, technical assistance, and professional development based on current needs and in collaboration with other CIS colleagues to support CIS/CIS-EI program improvement and promote evidence-based practices.



	ESSENTIAL FUNCTIONS:  Describe each major function and indicate the percentage of effort each function represents (maximum 25% for each) to total 100%.
	25% Supervision and Monitoring: Monitor/review regional Children’s Integrated Services-Early Intervention Professionals (CIS-EIPs) data and provide support to regional CIS-EIPs regarding documentation, data analysis, and evidence-based practice. Provide targeted technical assistance to regional CIS-EIPs that develop Corrective Action Plans (CAPs) to address findings of noncompliance and coordinate/participate in activities verifying correction of noncompliance, such as focused onsite file reviews. Provide targeted technical assistance and consultation to regional CIS-EI programs that develop Quality Improvement Plans (QIPs) as a result of the annual Determination process, including systematic evaluation of progress in meeting QIP goals/activities/timelines. Access regional and national resources related to CIS-EI monitoring and other Part C general supervision areas, e.g., Early Childhood Technical Assistance Center (ECTAC), National Center for Systemic Improvement (NCSI), Infant Toddler Coordinators Association, Early Childhood Outcomes Center, The Center for IDEA Early Childhood Data Systems, The IDEA Data Center, and GRADS360. Participate in data analysis and reporting for the federally required State Performance Plan (SPP), Annual Performance Report (APR), and State Systemic Improvement Plan (SSIP) (related requirements: participate in Office of Special Education SPP/APR/SSIP technical assistance calls and other relevant technical assistance calls and webinars related to SPP/APR/SSIP activities). Participate in development of annual Public Reporting of regional CIS-EI Programs’ data and performance following submission of Annual Performance Report 
25% Technical Assistance and Professional Development: Serve as CIS liaison to VT Division for Early Childhood. Deliver orientation for current and newly-hired regional CIS-EI directors/coordinators, practitioners and staff as needed. Coordinate with CIS TA liaisons regarding his or her targeted quality improvement work with 12 regional CIS-EI programs. Through data analysis and other methods, identify themes related to practice and provide/facilitate targeted technical assistance. Analyze and summarize research findings for use by colleagues, providers and partners. Develop and coordinate the implementation of TA plans to meet regional needs in collaboration with identified state staff and other TA providers. Participate as member of CSPD Leadership Team and collaborate with CIS state and regional colleagues in developing materials, resources and activities to facilitate identified professional development outcomes specific to CIS-EI (and across CIS services). Supervise CIS Personnel Development Coordinator in ensuring sustainability of CIS-EI Certification.

20% Member of CIS Team: Participate in CIS regional contract monitoring process. Provide targeted technical assistance to regional CIS programs that develop Quality Improvement Plans required by the CIS regional contract monitoring process. Review Special Accommodation Grants submitted to Child Development Division, which support the safe inclusion of young children with special needs in quality childcare settings.
15% Participate as member of VT I-TEAM Early Intervention Project by ensuring statewide access to VT I-Team EI Project and VT Sensory Access Project, participating in evaluating impact of VT I-Team EI Project and explore additional funding sources to increase the team’s capacity to provide training, technical assistance, and consultation statewide. 

10% Grant writing through collaboration with the CDCI Executive Director, VT CIS-EI Administrator, and CIS Personnel Development Coordinator to identify potential Requests for Proposals directly relevant to and benefiting VT CIS-EI, including improving results for children and families, and participate as part of CDCI/CIS-EI grant-writing team

5% Participate in CDCI Faculty/Staff meetings and as member of standing/ad hoc committees, Enter NIRS Data on regular basis, and Collaborate with CDCI Dissemination Coordinator to ensure up-to-date Program information for annual report and CDCI’s CIS-EI web page. Participate in CIS Program Managers/staff meetings and Child Development Division monthly All-Staff meetings. 



	ADMINISTRATIVE SUPERVISION:  Include number of exempt/non-exempt employees administratively supervised- (authority for all personnel actions, hire, fire performance appraisal, set salary, corrective discipline).
	Supervision of 2 outreach professionals 

	FUNCTIONAL SUPERVISION:  Include number of exempt/non-exempt employees functionally supervised- (assign/review work, participate in interviews, input on performance appraisals).
	Supervision of 2 outreach professionals 

	PHYSICAL DEMANDS & WORK CONDITIONS: Does this job involve significant physical demands such as lifting, carrying, standing, climbing, crawling/kneeling, repetitive motions and/or exposure to unusual working conditions (confined space, animals, heights, infectious diseases, danger, or exposure to inclement weather)?

	NA

	MARGINAL FUNCTIONS:
	Other duties as assigned


	MINIMUM QUALIFICATIONS:  Describe the minimum job requirements: formal education/training and years of experience, certificates, licenses and knowledge, skills, and abilities. 


	Masters in Early Intervention, Early Childhood, Special Education, or related field 

Minimum of three years’ experience in direct service delivery in early childhood programs with preference given to experience in Part C IDEA early intervention program development





