
 

EXCHANGE FAMILY CENTER 
 
POSITION TITLE:  Early Childhood Outreach (EChO) Program Manager 
 
FLSA STATUS: Exempt 
 
JOB SUMMARY:  
Under the supervision of the Executive Director, coordinates the Early Childhood Outreach’s early 
childhood mental health consultation program and works directly with children/classrooms. Manages 
program planning, evaluation, fiscal management, administration, and determines overall direction of 
the program. Additionally, the position carries a small caseload and teaches courses to support capacity 
to address social-emotional development for childcare providers. 
 
ESSENTIAL JOB FUNCTIONS: 

1. Serves as overall coordinator for the EChO program.  Provides training, monitoring, evaluation 
and supervision to EChO staff and volunteers.   

2. Ensures high quality services through team meetings and reviews.   
3. Ensures that clients receive services in a timely manner. 
4. Provide quality early childhood mental health consultation to children with challenging behavior 

in their childcare program, including: coaching the teacher and providing case management for 
the family. The caseload will be determined annually with the Executive Director. 

5. Maintains records and collects and records required data.  Updates and maintains data 
collection system for the program.  Writes all reports and correspondence as necessary and in a 
timely manner.  Ensures that all client files and information submission required by contracts is 
completed according to schedule. 

6. Administers the program, including budgeting and fiscal management.   
7. Serves as a liaison with other community agencies and on community coalitions. 
8. Attends and participates in regular staff meetings, management team meetings, and supervision 

with the Executive Director. May be asked by the Board of Directors or the Executive Director to 
attend Board meetings and/or serve on a Board Committee. 

9. Coordinates EChO’s teacher workshops and implementation support and Teaching Pyramid 
Seminar and follow-up coaching.  Facilitates workshops/seminar sessions as needed 

10. Performs other related duties as assigned. 
 
POSITION REQUIREMENTS:   

 Master’s degree in related field plus 5 years related experience.   

 Knowledge of early childhood development and childcare issues.   

 Experience with grant administration, supervision and teaching. 

 Minimum 2 years supervisory experience preferred. 
 Level 11 Early Childhood Credential/TA & PD endorsement currently or within 6 months strongly 

preferred.  http://ncicdp.org/certification-licensure/endorsements/ 

 
HIRING RANGE: $53,000-$58,000 
 
SALARY RANGE:  $53,000-$70,000 


