Wake County SmartStart

Program coordination

Wake County SmartStart (WCSS) builds the capacity of communities and families to prepare children for success in school and in life. Program Coordination supports the mission in many ways. At the direction of the Board, Program Coordinators (PCs) convene community stakeholders to develop activities that are highly likely to achieve the goals, objectives and outcomes articulated in the Wake County SmartStart strategic plan.  PCs monitor and document activity implementation for contract compliance regarding target population; types, intensity and location of services; staffing and collaboration; provide technical assistance to improve activity performance; and initiate corrective action plans when necessary. They provide staff support and expertise on Wake County SmartStart’s work groups and are responsible for accomplishing specific tasks, such as community needs assessments, development of grant applications and written reports for various internal and external audiences. They manage Request for Proposals processes and participate in development of staff funding recommendations. Their expertise is in early care and education, health care, and family support; they carry out their role in service delivery settings as well as in formal and informal meetings of professionals, parents, and other stakeholders.
Program Coordination Responsibilities
· Program Coordinators (PCs) will expand and enhance the capacity of community services and systems to provide for the comprehensive health, early education and care of young children and support of their families.   This includes but is not limited to: forming an integrated, coordinated system to achieve WCSS goals and objectives by networking community resources; facilitating collaborative activities to maximize resources and outcomes; providing information about available grant resources and technical assistance to write successful proposals to secure non-Smart Start funds; convening and/or serving on community planning, advisory, and work groups; and identifying and securing new or additional resources that can be engaged to help achieve WCSS goals and objectives.

· PCs will provide oversight and monitoring of funded programs to ensure that each is implemented according to contract and delivered to continually improve program services, attain projected outputs and achieve program outcomes.   

· PCs will provide technical assistance in program design, implementation, and administration.  Technical assistance includes but is not limited to: assessing program implementation with partners; developing Technical Assistance Plans to support the accurate implementation of activity descriptions; providing technical assistance to improve program performance; assessing progress in implementing Technical Assistance Plans and making recommendations for ongoing improvement; and linking partners with community resources that can enhance program effectiveness and outcomes.

· At the direction of the Board, PCs will seek and design new programming through Requests for Applications (RFAs) and/or Requests for Proposals (RFPs).

· PCs will ensure that all WCSS programs – both those currently implemented and those being planned/developed - are designed to achieve goals, objectives and outcomes as outlined in the WCSS strategic plan.  

· PCs will serve as project managers for community needs assessments and special studies that serve as information resources in strategic planning both within WCSS and in the larger community.

· PCs will staff committees, sub-committees and/or workgroups of the WCSS Board and facilitate their work in areas that include assessing community needs; strategic planning; program funding decisions; and capacity building activities.  PCs will manage meeting logistics, interpret NCPC and WCSS policy, provide information about performance of funded programs as well as more specific program or community information, as requested by the committee.  

· PCs will fulfill administrative responsibilities to the State and local partnerships, including developing RFAs/RFPs within WCSS and NCPC guidelines; participating in the planning and implementation of the proposal review process (proposal/application review, recommendations for funding, administrative assistance to review process); collaborating with evaluation and fiscal staff to develop evaluation plans, budgets and activity descriptions; submitting amendments for Board approval; and amending activity descriptions according to NCPC guidelines.  

· PCs will assist the Program Director with special projects and WCSS programs as requested.

· PCs will promote WCSS programs and mission and represent the agency in the community.

