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JOB DESCRIPTION 
 
TITLE:   ANTIOCH FIRST 5 CENTER DIRECTOR 
REPORTS TO:  DIRECTOR OF SUPPORT SERVICES 
STATUS:  EXEMPT 
 
POSITION SUMMARY 
The Antioch First 5 Center Director is responsible for supervising and coordinating a First 5 funded parent-child 
development center.  Duties include general oversight of all Center operations, promotion of the Center, personnel and 
contracted service supervision, assisting in preparation of policies and procedures; and planning, development and 
evaluation of the overall program. Plans, organizes, and coordinates case management and related programs within the 
agency for Contra Costa County and ensures programs meet internal quality and reporting guidelines are in compliance 
with contract guidelines. 
 
QUALIFICATIONS: 
JOB QUALIFICATIONS AND EXPERIENCE 

1. Masters degree required; minimum of 3 years related experience providing supervision to direct service staff; 
minimum of four years of experience in program development and planning and six to ten years of experience in 
the following:  

2. Experience in a social work environment;  
3. Experience with adult learners in a social service or educational setting; 
4. Experience working collaboratively with multiple stakeholders, including families and volunteers;  
5. Proven knowledge and experience of basic early childhood education principles and practices;  
6. Experience using a web-based database to compile, sort, review, and report data as it pertains to the Center; 
7. Ability to apply generally regulated practices such as Accounts Payable, Accounts Receivable, General Ledger, 

Spreadsheets and Account 
8. Ability to manage multiple deadlines in a fast paced environment with a lot of interruptions, to include assisting 

staff in their roles and carrying out their responsibilities when necessary. 
 

PREFERRED SKILLS:  
1. Early Childhood Mental Health and developmental milestones knowledge in ages of 0-5 
2. Bi-lingual and bi-cultural in Spanish and English preferred 
 

RESPONSIBILITIES:  
1. Administration/Center Operations: Oversight of all daily operations of the Antioch First 5 Center, including 

budget development and management, Strategic Planning, and attendance at all required First 5 coordination 
meetings. 

2. Community Advisory Council Support:  Plans, organizes, and coordinates activities of the Community Advisory 
Council (CAC), including meeting preparation and announcements, clerical support for the CAC, recruitment, 
training and general support for the CAC. 

3. Participates in First 5 Contra Costa Director's meetings, trainings and collaborative efforts. 
4. Community Engagement:  Promotes First 5 Center goals for improving child development and parenting skills 

throughout the community.  Conduct client orientations, Collaborates with other partners and project staff to 
determine additional First 5 Center service needs and ways to improve service linkage system with existing 
resources. 

5. Facility Management:  Ensures that the Center is safe and clean for children and parents, includes assurance of 
clean and toys and equipment both inside and outside of the Center. 

6. Outreach:  Plans, organizes and coordinates outreach activities to ensure that all families in target area know 
about and have access to Antioch First 5 Center services. Participates with First 5 in marketing plans to promote 
First 5 Center activities and services. 
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7. Event Planning and Management:  Plans, organizes, and coordinates events that promote and support the Antioch 
First 5 Center. Provides general staffing and support to events promoting the Antioch First 5 Center. 

8. Program Development: Plans and develops Center Calendar of programs. Coordinates, negotiates and oversees 
subcontracts and purchased services to ensure quality of programs.  Implements planning activities to ensure that 
goals and objectives of the program are accomplished within prescribed time frame and funding parameters.  
Designs, develops and presents for approval new classes and activities for the Antioch First 5 Center. 

9. Reporting: Prepares monthly and quarterly reports for First 5 and Deputy Director.  Ensures the quality and 
timeliness of database reporting; Prepares and submits evaluation data when requested. Ensures implementation 
of a service tracking systems that includes demographics of families served and the services received. 

10. Staff & Volunteer Recruitment, Supervision & Training:  Facilitates staff recruitment and selection. Provides 
supervision and support of staff involved with the Antioch First 5 Center.  Coordinates recruitment, supervision 
and support of volunteers and interns involved with the Antioch First 5 Center.  Provides for staff development 
opportunities in early childhood development.  Attends conferences and training to stay current in field of early 
childhood development. 

 
SUPERVISORY RESPONSIBILITES 
Provides supervision and support of staff involved with the Antioch First 5 Center.   
 
SPECIAL ADA REQUIREMENTS 

Brighter Beginnings is in full compliance with the Americans with Disabilities Act (ADA) and does not discriminate 
with regard to applicants or employees with disabilities, and will make reasonable accommodation when necessary.   
1. For the purposes of ADA, the “Responsibilities” and “Qualifications” are essential job functions.  
2. Work is normally performed in a typical interior/office work environment, with typical office noise and other 

disruption.  
3. Limited physical effort is required. 
4. Both standing and sitting are required, with most of the job time spent sitting.  Approximately three-quarters of 

the time is spent using a computer keyboard. 
5. Various types of equipment/supplies are used to accomplish the job requirements and include, but are not limited 

to, pens, pencils, calculators, computer keyboards, telephone, printers, etc. 
6. Required to drive to other work sites for meetings, conferences, etc. 

 
 

BENEFITS 

Benefits include: two weeks of vacation (increase after 1 year of employment); 13 holidays; sick leave; 
employer paid health, dental, vision, life and disability insurance; optional employee paid dependent health 
coverage available and FSA. 

 

To Apply: Please send resume and cover letter to jobs@Brighter-beginnings.org 
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