sCALg

@ *
= &i{ % MESCALERO APACHE TRIBE
» /E0
N JOB ANNOUNCEMENT
Position Title: Carrizo Site Supervisor/ Disabilities Manager
Department: Head Start Program
Employment Status: Non-Exempt, Full-Time Grade: NE9 ($19.01- $26.61)
Opening date: August 3, 2026 Closing date: August 14, 2026

Job Summary
Works under the direction of the Head Start Director. Responsible for supervision of the Head Start Carrizo site

personnel, responsible for the day-to-day operations of the Carrizo site, and the upkeep of building. Oversees
and coordinates all special needs students IEP plans and activities for the Head Start Program, including
coordinating with an interdisciplinary team, coordinating conferences, and tracking mandated therapies.

This position description may not include all of the listed duties, nor do all of the listed examples include all tasks which
may be found or assigned to this position.

Duties and Responsibilities

Carries out goals, policies, and activities designed to implement educational objectives and
performance standards of the Head Start Program.

Assist in preparation of the budget and recommends allocation of funds for supplies and equipment in
each budget category of the Carrizo site.

Responsible for interpreting and dissemination Federal guidelines, Head Start Performance Standards,
local and state laws to the Carrizo staff.

Develops and implements a plan and system of monitoring and evaluating staff performance,
attendance and career development.

Recruit, supervise and evaluate Carrizo Head Start staff. Reviews and makes recommendations on
personnel actions, such as employment, retention, promotion, demotion and termination.
Responsible for the monitoring, upkeep and preparation of the pay roll time sheets for the Carrizo Site
personnel.

Responsible for upkeep of Carrizo Head Start building, kitchen, and all maintenance regarding the
building.

Responsible for decision making in emergency situation and day to day activities concerning staff and
building, such as school closure, facilities and maintenance.

Responsible for keeping inventory on supplies and equipment.

Develops and maintains clear-cut lines of authority at the Carrizo site and channels communications.
Conduct meetings with Carrizo staff. Documentation of sign-in, agenda and minutes need to be
completed.

Responsible for menus, meal counts, attendance records, and reimbursement tracking in accordance
with the USDA reimbursement program and will help with the application process and yearly trainings.
Responsible for submitting timely monthly USDA claims.

Generates, submits, and presents information and reports regarding: training; concerns; IEP progress,
general progress of health and mental health component; and other pertinent information.
Coordinates, attends and participates in meetings and committees.

Ensures the cleanliness and safety of materials, building, classroom, and playgrounds by performing
routine inspections.
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= Develops and assures implementation of a referral system for children requiring further evaluation.

= Obtains a diagnostic report and confirmation of the disability condition by the appropriate professional
and provides a follow-up plan for assistance.

= Coordinates with the interdisciplinary team, including the appropriate tribal/public school personnel,
Head Start teachers, other component staff and parents in developing an IEP (Individual Education Plan)
for each child with special needs.

= Coordinates conferences and staffing for special needs children in the program.

= Consults regularly with parents and staff on progress of the special needs children in the program

= Coordinates with Health Coordinator and attends Health Advisory Board Meetings.

= Conducts training for staff and parents to provide skills to meet the special needs of children with
disabilities.

= Seeks out and coordinates specialized staff training provided by outside agencies.

= Maintains a resource library of disabilities resources such as publications and films for training and
circulation purposes.

= Supervises specialists employed to work with special needs children and assists teaching staff involved
with special needs children

= Prepares and submits monthly and quarterly reports and other special reports as required.

= Documents and reports any known or suspected instances of child abuse.

= Performs other duties as assigned.

Minimum Qualifications

= Bachelor’s Degree with one to two years related supervisory experience and/or training or equivalent
combination of education and experiences, at least two years previous experience in Early Childhood
Development with courses related to special needs preferred. Combination of education and related
experience will be considered.

= Three years’ experience working with children and families.

= Bilingual English/Apache preferred.

= Must have genuine interest, compassion and respect for children and be able to relate to them on a
developmental and cultural level.

=  Must be in good physical and emotional health to perform the duties necessary for working with young
children.

=  Must be willing to grow professionally.

=  Must be 18 years of age or older.

= CPR and First Aid Certified preferred.

=  Food Handler Certified preferred.

=  Must be able to pass a physical exam within 45 days of hire.

= Must have a valid NM Driver’s License.

=  Must be willing to work occasional evenings, weekends and holidays.

= Must successfully pass a pre-employment drug/alcohol screen, background investigation and have a
negative Tuberculosis.

= MAHSP is a mandatory covid vaccine employer. All employees are required to be fully vaccinated as a
condition of employment.

Tribal preference and Native American Indian preference shall apply to all positions.

Knowledge, Skills and Abilities
= Knowledge of occupational hazards and applicable safety practices.
= Knowledge of principles and practices of early childhood development and care.
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= Knowledge of applicable federal, state, county, and local laws, regulations, and requirements.

= Knowledge of community resources.

= Knowledge of records management procedures.

= Skill in operating various word-processing, spreadsheets and database software programs.

= Skill in displaying mature, patient, and understanding behavior.

= Skill in analyzing problems, projecting consequences, identifying solutions, and implementing
recommendations.

= Skill in preparing reports and correspondence.

= Ability to use excellent communication skills with especially good listening skills.

= Ability to respond to and remain claim in an emergency or crisis situations.

= Ability to establish and maintain professional relationships with individuals of varying social and cultural
backgrounds and with co-workers at all levels.

= Ability to respect the dignity of each family, culture, customs and beliefs.

= Ability to work professionally and cooperatively with staff, parents, and community members

= Ability to maintain confidentiality.

Physical Demands

While performing the duties of this job, the employee regularly is required to sit; use hands to finger, handle,
or feel; and reach with hands and arms above shoulder level. The employee frequently is required to stand;
walk; stoop, kneel, crouch, or crawl; and talk or hear. The employee occasionally is required to climb or balance;
and smell. The employee occasionally lifts children. The employee must lift and/or move up to 50 pounds.

Work Environment:

Work is generally performed in an office, childcare center, classroom environment, home environment and
outdoors with high noise level. Exposure to bodily fluids, urine, or feces of babies or infants and small children.
Exposure to unpleasant odors and infectious disease. Exposure to natural weather conditions and various dusts
and mists may occur while performing outdoor duties. Evening, weekend, and/or holiday work will be required.
Extended hours and irregular shifts may be required.
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