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GENERAL DESCRIPTION:  
1. Identify and recruit currently employed early education teachers on tract to receive a CDA 
2. Provide onsite and virtual coaching to CDA candidates in preparation for credentialling evaluation 
3. Evaluate each teacher’s existing professional development to create individualized coaching plans to 
enhance skills, techniques, and teaching strategies to ensure success on credentialing evaluation. 
4. Implement a care coordination approach to eliminate barriers that working adults face related to 
childcare needs, lack of transportation, access to health insurance, food insecurity, language, and 
literacy needs, etc. 
5. Administer CLASS assessments, pre and post, to set individual coaching goals over a 4-6-month period 
6. Develop and provide hosting opportunities for Communities of Practice (COP’s) to support the 
development of competency goals, the required resource files, and preparing for the examination and 
final CDA observation 
7. Provide supports in English/Spanish, increasing equity in a highly diverse community 
8.  Develop processes that Increase awareness of career pathways opportunities in Early/Elementary 
Education 
9. Create outreach materials promoting the value of early learning and career pathways potential in the 
field 

 
ESSENTIAL JOB FUNCTIONS: 
1. Maintain ongoing communication with the early education teachers via email, phone calls, mailings, 

face-to-face, etc. to ensure up-to-date information is provided regarding early learning credentialling 
requirements, available professional development, and general announcements, etc. 

2. Generate and/or oversee correspondence to early education teachers regarding program 
coordination and professional development requirements as identified. 

3. Schedule and conduct CLASS assessments to assess teacher development  
4. Provide onsite and virtual coaching to ensure teachers’ success on CDA evaluation. 
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General Requirements 
{Above are essential functions of the job.  The Early Learning Coalition of Osceola County 
promotes an equal employment opportunity workplace which includes reasonable 
accommodation of otherwise qualified disabled applicants and employees.  Please see your 
supervisor should you have any questions about this policy or these job duties.} 
 
[This job description may not be all inclusive and employees are expected to perform all other 
duties as assigned and directed by management.  Job descriptions and duties may be modified 
when deemed appropriate by management.] 
 
MINIMUM REQUIREMENTS:  
Candidate must possess: 
1. Bachelor’s Degree in education or related field is requested but not required 
2. 3 years of associated work experience 
3. Strong organizational and analytical skills 
4. Strong problem-solving skills        
5. Knowledge of general office equipment including copier, fax, and computer 
6. Knowledge of internet navigation and general website functionality 
7. Knowledge of social media platforms 
8. Proficient skills in the use of Microsoft Office including Word, Excel, Power Point and 

Outlook  
9. Ability to develop and maintain effective records and management practices 
10. The ability to multi-task and meet aggressive deadlines 
11. Strong oral, written and presentation skills 
12. Strong communication and problem-solving skills 
13. Professional appearance and presentation  
14. Professional and courteous attitude 
 
Candidate must demonstrate: 
1. The ability to work independently, establish priorities and manage deadlines, multi-task, and 

work in a fast-paced environment; work flexible hours and occasional nights and weekends  
2. The leadership ability to motivate and inspire others to embrace and support the Coalition’s 

mission, develop and implement strategic plans and achieve desired goals 
 
LICENSES, CERTIFICATIONS OR REGISTRATIONS:   
1. Possession of a valid Florida Driver's license and daily access to reliable transportation to and 

from work and for local work-related travel. 
 
ESSENTIAL PHYSICAL SKILLS: 
1.  Ability to operate a computer for extended periods. 
2.  Ability to sit for extended periods while performing job functions. 
3.  Must be able to assist with lifting of heavy boxes occasionally. 
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ENVIRONMENTAL CONDITIONS: 
1. Combination of office environment and field work in community. 
 
Reasonable accommodation will be made for otherwise qualified individuals with a disability. 
 
 
EMPLOYEE:    _____________________________________    ________________________________                                                                                                                                                      

                                 NAME             DATE 
 
SUPERVISOR:  _________________________________________________________________________                                                                                                                                                     


