EARLY LEARNING COALITION OF OSCEOLA COUNTY
PROGRAM ASSESSMENT SPECIALIST
Position Title: Program Assessment Specialist
Department: Provider Services
Hiring Range: $32,000-$45,000
Reports To: Provider Services Manager
FLSA Status: Non-Exempt
Created by: Lee Mendez
Created on: 6.24.22
Approved by: Amanda Kelkenberg
Approved on: 08/29/2022
GENERAL DESCRIPTION:
To administer and facilitate early childhood assessments, including but not limited to the Classroom
Assessment Scoring System (CLASS) Infant, Toddler and Pre-K.
ESSENTIAL JOB FUNCTIONS
1. Conduct program assessment in early childhood education settings including early learning centers,
public schools, and family childcare homes using the Classroom Assessment Scoring System (CLASS),
Infant, Toddler and Pre-K or other relevant assessment tools as identified.
2. Enter CLASS and other relevant assessment data into WELS or approved state portal.
3. Communicate to supervisor any observed or otherwise known health and safety, licensure, or
compliance issue. Make appropriate reports as per Agency policy.
4. Achieve and maintain reliability on all assessment tools used by the organization.
5. Complete the required number of assessments per month, preparing & finalizing the required
report within contract periods.
6. Comply with quality standards in the completion of summary reports on each completed
assessment.
7. Ensure all documentation is thorough, accurate and completed within prescribed periods.
8. Knowledge of federal, state, and local laws and regulations pertinent to early childhood program
assessment (Rule 6M-4.740 FAC, Rule 6M-4.741 FAC).
9. Serve as a liaison for scheduling any required program assessment with third party organizations.
10. Work collaboratively with other ELC staff to obtain necessary information and documentation to
complete all Quality Assessments in a timely manner.
11. Participate in community outreach activities as needed.
GENERAL REQUIREMENTS:
1. Act in accordance with agency vision and mission.
2. Attendance and participation in professional conferences, trainings, statewide and regional
meetings, Coalition meetings, and other events as identified
3. Work harmoniously with coalition members, and coalition staff, early education care agencies and
the community at large as appropriate
4. Assists Chief Executive Officer and /or Supervisor with special projects as identified
5. Other duties as assigned
{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:
1. Bachelor’s Degree in education or related field requested but not required
2. 3 years of associated work experience
3. Become CLASS certified within first 3 months of employment, if not already certified.
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4. Knowledge of Florida’s early learning system, including rules and regulations in childcare
5. High quality client service interactions with individuals from diverse backgrounds, including the ability
to resolve client concerns
6. Strong organizational and analytical skills
7. Strong problem-solving skills
8. Strong time management skills
9. Knowledge of computer software applications in word processing, spreadsheet, and database
software (including MS Word, Excel)
10. Ability to develop and maintain effective records and management practices
11. The ability to multi-task and work in a fast-paced environment
12. Strong oral, written, presentation, and computation skills
13. Bi-lingual in Spanish and English preferred
(A comparable amount of training, education or experience may be substituted for the above minimum
qualifications.)
LICENSES, CERTIFICATIONS OR REGISTRATIONS:
• Possession of a valid Florida Driver’s License and daily access to reliable transportation to and
from work and for travel to off-site locations.
ESSENTIAL PHYSICAL SKILLS:
1. Ability to operate a computer for extended periods
2. Ability to sit or stand for extended periods while performing job functions or while delivering training
content
3. Must be able to assist with lifting heavy boxes occasionally
SUPERVISORY RESPONSIBILITIES:
None
ENVIRONMENTAL CONDITIONS:
1. 50% office and 50% home office environment
Reasonable accommodation will be made for otherwise qualified individuals with a disability.
ACKNOWLEDGEMENT:
This job description describes the general nature and level of work performed by an employee assigned
to the role. It does not imply that these are the only duties and responsibilities assigned to the job. The
employee may be required to perform other duties as requested. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essential functions. All requirements are subject
to change over time.
I acknowledge that this job description is neither an employment contract nor a legal document. I have
received, read, and understand the expectations for the successful performance of this job.
EMPLOYEE: __________________________________________________________________
NAME
DATE
SUPERVISOR: _________________________________________________________________
NAME
DATE

