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Job Description: Office Coordinator
Early Childhood Development Center (Ages 0–5)

Position Summary
The Office Coordinator serves as the administrative hub of the child development center,
providing direct support to the Director/CEO while also assisting the Site Supervisor
(Assistant Director) and Lead Family Specialist. This position ensures that the office runs
smoothly, supports communication across leadership and staff, and manages key
administrative tasks. The Office Coordinator is not a program supervisor but acts as an
essential link between administration, family services, and teaching staff.
Key Responsibilities
- Provide direct administrative support to the Director/CEO.
- Assist the Site Supervisor and Lead Family Specialist with clerical and organizational
needs.
- Manage calendars, coordinate meetings, and prepare reports and correspondence.
- Support scheduling for staff meetings, trainings, and family events.
- Oversee office operations, including supply management and front-desk duties.
- Maintain filing systems (digital and paper) for licensing, contracts, staff, and family
records.
- Answer phones, respond to emails, and greet visitors in a professional manner.
- Assist with enrollment and ensure all required documentation is complete and up to date.
- Support maintenance of records for licensing, CCTR/CSPP contracts, CACFP, and staff files.
- Track staff clearances, mandated trainings, and certification renewals.
- Assist in preparing documentation for licensing reviews, audits, and grant reporting.
- Serve as a contact point for families, supporting with forms, schedules, and
announcements.
- Coordinate communication between the Director, Site Supervisor, Lead Family Specialist,
staff, and parents.
- Help organize newsletters, memos, and family engagement reminders.

- Assist leadership in planning and executing center-wide events, workshops, and
celebrations.
- Support outreach and community partnerships as needed.
- Provide additional administrative assistance for program improvement and special
projects.
Qualifications
• High school diploma or equivalent required; Associate’s degree in Business
Administration, Office Management, or related field preferred.
• Minimum of 2 years of experience in office administration, coordination, or executive
support.
• Strong organizational, multitasking, and communication skills.
• Proficiency in Microsoft Office and/or Google Workspace.
• Ability to work collaboratively with leadership and staff.
• Experience in early childhood education or nonprofit settings preferred.
• Bilingual English/Spanish preferred.
Core Competencies
- Administrative support and organizational efficiency
- Professional communication and customer service
- Recordkeeping and compliance awareness
- Coordination and follow-through
- Collaboration with leadership and program staff
Work Schedule &amp; Salary
• Full-time, 40 hours per week (Monday–Friday).
• Salary: Based on qualifications and experience, aligned with center pay scale.
• Benefits: Paid time off, professional development
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