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Job Description


Title of Position



Immediate Supervisor


Salary Range

Literacy Director


Executive Director

                CD III




Literacy Director


The Director is responsible for coordinating, monitoring, and managing programmatic and fiscal components of USCAA’s Family Literacy Program services in conjunction with USCAA administrative staff.


The position also requires supervision of Family Literacy staff to include Case Management Coordinator, Early Childhood Ed Coordinator, Adult Education Coordinator, Parent Education Coordinator, the Family Support and Summer Reading Coordinator while also monitoring the supervision of AmeriCorps members.  The Director facilitates the Family Literacy Program Management Team process keeping in mind that program management decisions are made and carried out through a teamwork process.

Responsibilities includes:

Program Management:

1. Responsible for Program Management & Supervision: monitoring, acting as a liaison, and overseeing program operations while working with the team’s Coordinators to insure effective site supervision.

2. Monitor AmeriCorps member supervision (Supervision provided by Child Service Coordinator).

3. Work with Family Literacy staff in managing staff and participant training.

4. Serve as liaison with the state office and federal Family Literacy offices.

5. Oversight of program and participant recordkeeping.

6. Manage evaluation component of program: pre and post assessments for objectives and overall project/member evaluations.

7. Coordinate a Literacy Advisory Council.

8. Prepare and submit required programmatic reports in conjunction with Family Literacy staff.

9. Manage and oversee Family Literacy public relations efforts.

10. Attend appropriate training as needed or directed.

11. Develop and maintain a Procedures Manual for component responsibilities.

12. Manage and oversee data submission (E-data) for FLT recording purposes that are required through program guidelines.

Fiscal Management

1. Monitor and manage Family Literacy budget in conjunction with the USCAA Fiscal Officer. This includes in-kind reporting.

2. Prepare and submit required fiscal reports in conjunction with the Fiscal Officer.

Other responsibilities include:

1. Supervise, analyze, and refine program goals and objectives.

2. Serve as liaison between USCAA/Family Literacy and other agencies/programs providing component related activities.

3. Represent the USCAA/Family Literacy on appropriate committees, as appointed by the Director.

4. Prepare necessary component contracts and reports. Prepare appropriate fiscal reports, grant applications, and revisions, as directed.

5. Approve and monitor component budget expenditures according to established fiscal procedures.

6. Coordinate the development and implementation of new component programs and activities.

7. Responsible for upholding USCAA confidentiality policies, Code of Ethics. Personnel Policies, teamwork policies, and other applicable policies.

8. Resolve conflicts and concerns in accordance with the Employee Relations Section of the Personnel Policies.

9. Other related duties as assigned by the Executive Director.
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