ChildCareGroup

Employment Opportunities

We put the child first. We are excited about your interest in our organization! After we

receive your resume or application, we will review your skills and
gualifications and if a match is made with an open position, we will
Mission Statement contact you within two weeks to speak with you further. Your

resume will be kept in our database for 90 days.
Promote, deliver and expand the P Y

best child care services available
outside the home. How to apply:

Online at www.ChildCareGroup.org.
Human Resources Kiosk Center - Main Office

For more information please contact our Job Line: 214-905-3580

ChildCareGroup Locations:
Main Office - 8585 N. Stemmons Frwy.,Suite 600S, Dallas 75247
Bock CCG Center - 407 W. Tenth St, Dallas 75208
Anderson CCG Center - 625 E. Avenue B, Garland 75040
Landauer CCG Center - 4539 Munger, Dallas 75204
MLK, Jr. CCG Center - 2922 MLK Blvd., Building D, Dallas 75215
CCG at The Salvation Army - 250 E. Grauwyler, Irving 75061
CCG at Oak Cliff UMC - 547 E. Jefferson Blvd., Dallas 75203

Every day, ChildCareGroup is Good luck with your career search.

responsible for providing or Candidates who have been extended a conditional offer will be required to complete a

managing the care of more background check (previous employment, criminal history, driver’s license - if the position

than 14,000 children from
low-income families.

will require you to transport children, parents, or CCG property) and must successfully
complete and pass a substance abuse screening. Candidates who will work in child
development centers will also have to complete a physical examination and tuberculosis

test.

ChildCareGroup is an equal opportunity employer.
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Last Updated: April 30, 2010

Children’s Program Coordinator (#7311)

Program: Center Operations Location: Anderson Salary: N/A Work Hours: Monday-Friday

Summary: This position is responsible for implementing and assuring children’s program standards are met in the center
assigned. Position is responsible for hiring, orienting, training, and terminating center education staff; assuring Head Start
education service delivery plan is implemented, providing supervision and coaching of education staff, maintaining education and
program documentation to meet licensing, NAEYC and Head Start Standard. Must demonstrate a comprehensive knowledge of
child growth and development, day care programming, curriculum planning and programming for individual children’s needs;
ensures all staff supervised comply with all CCG policies and procedures; attends and ensures all staff attends mandatory
meetings; understanding of appropriate planning and practices programs for young children.

Education Required: Bachelor's degree in Early Childhood Education or related field.

Experience Required: At least two years supervisory and three years teaching in an Early Childhood setting.

Technical Skills:  Must be proficient in Microsoft Office Suite. In addition, knowledge of all office equipment; personal computer,
PDA's, document labeling workstation/labeler and printers.

Job Skills & Abilities:  Must demonstrate leadership and supervisory skills and the ability to function as a team member;
requires excellent organizational, written and oral communication skills. In addition, has the ability to work effectively with all
levels of staff; requires regular and prompt attendance.

*Documents Management Specialist - Temporary (# 73 17)

Program: Provider Services Location: Twin Towers-Child Care Assistance Salary: $12.74 Work Hours: Mon-Fri

Summary: The Documents Management Specialist provides clerical and administrative support to the Child Care Assistance
program. Responsibilities include reviewing, receiving and processing incoming customer correspondence by e-mail, fax, mail
and walk-in, as well as support functions that include copying, shredding documents, mailing, faxing, scanning, and claim entry.
Position must be able to proficiently and accurately process billing claims, scan documents, meet deadlines associated with each
task, be a team player, and be able to work independently and take initiative. Must also possess the ability to work under pres-
sure and multi-task.

Education Required: High School Diploma or equivalent required.

Experience Required: 1 year data entry preferred, general office experience required.

Technical Skills: Knowledge of basic computer software (Word, Excel, Outlook), strong data entry skills, communication skills,
and customer service. Must be able to effectively problem solve and be flexible. Must be able to promote a positive work environ-
ment. Able to multi-task and handle confidential information. Must be able to have prompt and regular attendance. Must pos-
sess strong business ethics.

Job Skills & Abilities:  Able to use all office equipment; personal computer, letter opener, document labeling workstation/labeler,
scanner and various image scanners, electronic FAX, printers, and microfilm reader.

*Resource Teacher (#7318)

Program: Center Operations Location: Anderson Salary: $9.66 Work Hours: Monday-Friday

Summary: Serves as a team member in an assigned staff group. Plans and implements programs for children. Provides a
learning environment that is safe, comfortable and healthy in order to enhance growth and development. Responsible for main-
taining all program standards to include CCG, NAEYC, Head Start of Greater Dallas and the Texas Department of Protective
Services. Serves as a substitute in Teacher role for center assigned. Works under the general supervision of Children's Program
Coordinator and/or Site Based Manager with some demand for independent judgment and action.

Education: High School Diploma, CDA Preferred

Experience: At least eight months experience working with preschool age children.

Technical Skills: Basic computer knowledge

Job Skills & Abilities:  Must demonstrate desire to work with three to five year old children, have general knowledge of growth
and development; able to demonstrate ability to work as a team member; demonstrate good organizational skills and written and
oral communication skills; must have ability to work effectively with all levels of staff, parents and center volunteers. Regular and
prompt attendance is required.
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Family Advocate - Bilingual (#7306 ,#7312)

Program: Center Operations Location: Bock & Anderson Salary: $30,000.00 Work Hours: Monday-Friday

Summary: The Family Advocate serves as the support system for families within the child care center and the community.
This role is responsible for ensuring that the social service program; including program standards and requirements for Head
Start/ Early Head Start are met and serves as a member of the center’s administrative team. This position requires monthly
parent meetings and/or activities, recruiting children to the program and providing monthly reports. The Family Advocate works
under the supervision of the Early Childhood Center Manager, Social Services Manager and Lead Family Advocate with
considerable demand for independent judgment and action.

Education: AA in Social Work or related field. B.S. in Social work preferred.

Experience: 1-2 years in a social service setting and strong computer skills.

Technical Skills:  Computer skills required Word and Excel.

Job Skills and Abilities:  Good communication skills, case management and ability to multi-task. Bilingual in Spanish required.

Teacher (#7308, #7309, #7316)

Program: Center Operations Location: * Bock, UMC & Salvation Army Salary: $10.47-$12.19 Hours: Monday-Friday
Summary: The primary function of this job will provide direct constant care for a group of four infants. The Teacher is
responsible for implementing classroom programs in compliance with ChildCareGroup Standards, Head Start Performance
Standards, NAEYC criteria ,local and state licensing standards and RC3 guidelines. Additional responsibilities include provide a
safe and comfortable learning environment to enhance growth and development.

Education: Associates Degree in Childhood Development required. Bachelor’s degree in Early Childhood Development
preferred.

Experience: At least 2 years in a child care program; in an accredited child care program preferred.

Technical Skills: Computer skills required Word and Excel.

Job Skills & Abilities:  Excellent organization, written and verbal skills. Ability to communicate effectively with staff, parents and
children. Experience in working with infants in a childcare setting required. Bi-lingual required. Prompt and regular attendance
required.

Health Services Inclusion Manager (#7314)

Program : Center Operations Location: Twin Towers Salary: N/A Hours: Monday- Friday

Summary: The Health Services/Inclusion Manager is responsible for ensuring that all local, state and federal mandates are met
and that program goals are achieved. Additional responsibilities include developing program plans, timelines, reports, protocols
and tracking systems for all health services and inclusion services; assuring compliance with Head Start Performance Stan-
dards; and managing all health service agreements with various vendors.

Education: Bachelor’s degree in Health or a related field. A Master of Science in Health Studies is preferred.

and Excel.

Experience: Three plus years successfully providing health and inclusion services and supervising others is critical.

Technical Skills: Computer skills required Word and Excel.

Job Skills & Abilities:  Strong leadership, communication and interpersonal skills are vital. Additional requirements include
CPR/First Aid/AED Certification and Texas Certified Vision and Hearing Screener.
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Lead Teacher (#7297)

Program: Center Operations Location: Landauer Salary: $11.54-$13.69 Hours: Monday-Friday

Summary: Serves as a Lead Teacher in an assigned classroom. Responsible for planning and implementing programs for
children ages 3-5. Lead Teachers provide a learning environment that is safe, comfortable and healthy to enhance growth and
development. Also responsible for implementing classroom programs in compliance with ChildCareGroup standard, Head Start
Performance Standards, NAEYC criteria and local and state licensing standards. May serve as a Mentor Teacher role as
needed. Works under general supervision of Early Childhood Center Manager and/or Children’s Program Coordinator.
Education: A.A. in child development required. Bachelor’s degree in Early Childhood Development preferred.

Experience: At least 2 years in a child care program; in an accredited child care program preferred.

Technical Skills:  Computer skills required Word and Excel.

Job Skills & Abilities:  Excellent organization, written and verbal skills. Ability to communicate effectively with staff, parents and
children. Bi-lingual in Spanish required. Prompt and regular attendance required.



