
                                                                          

POSITION DESCRIPTION 

Preschool Development Coordinator 

 

Organization: The mission of the United way of Central Virginia it to mobilize the compassionate power 

of the community to improve the quality of lives in Central Virginia. 

Smart Beginnings Central Virginia is a regional initiative serving the counties of Amherst, Appomattox, 

Bedford and Campbell, and the city of Lynchburg.  The vision of Smart Beginnings CV is that all children, 

from birth through age five, are supported in getting ready for kindergarten, to lay the building blocks 

for third grade reading proficiency.    

Summary:  The Preschool Development Coordinator will serve as the primary point of contact and 

support for early childhood education providers in both the public and private sectors, participating in 

the Commonwealth of Virginia’s Initiative, The Preschool Development Grant Link Birth to Five           

(Link B5 Initiative). 

Reports to:  UWCV Director of Educational Programming and Smart Beginnings Central Virginia 

Primary Responsibilities: 

• To coordinate and support the implementation of the Preschool Development Grant. 

• To provide the support needed to ensure that all participating programs are able to complete 

the activities as outlined in the PDG Implementation Guide and Letter of Participation;  assisting 

teachers and administrators in navigating the Link B-5 data entry portal, and entering 

information timely as required in the grant objectives. 

• To participate in VECF PDG meetings as scheduled, which may be virtual or in-person.  May 

require occasional overnight travel for state-wide meetings. 

Essential Duties and Responsibilities include, but are not limited to, the following: 

The Preschool Development Coordinator works collaboratively with the SBCV Team in developing, 

implementing, and ensuring progress in the overall plans for improving the quality of early childhood 

education programs.   

Specifically: 

• Work with the Director of SBCV to support ECE programs in the implementation of PDG: 

o Act as a liaison between state partners and participating ECE programs 



o Promote the importance of ongoing engagement and participation 

o Collect data on participating ECE programs 

o Orient ECE programs to PDG requirements and activities through group orientation 

sessions or one-on-one site visits 

o Assist ECE programs in compiling, completing, and submitting any documentation 

required for participation and moving through required PDG activities 

o Review participating programs’ progress and actively reach out to provide assistance 

o Prepare monthly and quarterly reports as related to PDG activities 

o Track and monitor program engagement and movement through required activities 

o Track progress in state developed Link B5 system 

o Ensure timely data entry, and follow-up as needed 

o Coordinate with the SBCV Team as needed to ensure grant activities and requirements 

are being met 

 

• Ensure that all other PD Grant activities are completed: 

o Work with all participating ECE programs and SBCV Team to plan and complete CLASS 

Observations in the fall and in the spring 

o Ensure that CLASS scores and observation summaries are completed in a timely manner 

o Work with SBCV coaches to discuss scores and summaries, and schedule follow up with 

teachers 

o Ensure that TA /Coaching is provided to all teachers where indicated 

o Ensure that CLASS Observation scores are entered into the Link B5 database in a timely 

manner 

 

• Working with the SBCV collaborative to support school readiness: 

o Develop messaging that is culturally relevant and promotes the engagement of 

providers to maintain engagement in PDG related activities 

o Promote the importance of on-going engagement and participation 

o Ensure that all programs participate in activities designed to keep parents informed 

 

Ideal Qualifications and Qualities which are representative of the knowledge, skill and/or ability 

required to satisfactorily perform the duties of this position.  The PDG Coordinator should have: 

 

• Thorough understanding of the impact of quality early childhood education and the issues facing 

children, youth, and families in the area 

• Experience working with staff in early care and education programs, social service agencies, 

public school and private early childhood educators and administrators 

• Knowledge of child development, and early childhood education classroom best practices 

• Ability to manage multiple priorities in an organized manner with attention to detail 

• Collaborative style when working in a team environment  



• Knowledge of adult learning theory and skills in teaching adults and working with diverse 

populations with various adult learning styles 

• Ability to manage multiple priorities in an organized manner 

• Strong interpersonal skills and the ability to communicate effectively in written and oral forms 

• Highly confidential when working with sensitive and personal information 

• Sensitivity and respect for cultural diversity 

Preferred Qualifications and Experience 

• Knowledge of the various regulating authority standards related to early childhood programs 

• Knowledge of the Classroom Assessment Scoring System; Certified CLASS Observer preferred 

• Knowledge/Training in the Practice-Based Coaching model 

• Five years experience related to ECE 

Education and/or Experience 

Bachelor’s degree in early childhood education, early intervention, psychology, or a related field with 

relevant experience in early childhood education. 

Physical Demands: The physical demands described here are representative of those that must be met 

by an employee to successfully perform the essential functions of the job. Reasonable accommodations 

may be made to enable individuals with disabilities to perform the essential functions.  The employee is 

regularly required to sit, talk and/or hear. The employee may need to lift and/or move up to 25 pounds.  

The employee must be able to travel to various locations and enter/exit buildings. 

Other Skills 

• Proficient use of Microsoft Word, Excel, Power Point, Publisher, Outlook 

• Proficient use of audio/visual equipment. 

 

 

 

 

 

 

 

 

 

 

Statements in this Position Description are intended to describe the general nature of the work 

to be performed.  They are not intended to be a complete list of all responsibilities, duties and 

skills required for the position. 


