VANCOUVER ISLAND COOPERATIVE PRESCHOOL ASSOCIATION

Job Description for the VICPA Consultant

FUNCTION:

The VICPA Consultant works with the VICPA executive, and member preschools in an advisory and supportive capacity. The VICPA Consultant works to develop and support the collaboration between the E.C.E. Committee, the VICPA, and the member preschools. 

ORGANIZATIONAL RELATIONSHIPS:

1. Reports directly to the duly elected VICPA Executive.

2. Acts as an advisor to the E.C.E. Committee members in matters of employment, E.C.E. contracts, administration, and community happenings.

3. Liaises with the VICPA member Preschools’ Executive on relevant issues.

4. Liaises with the ECE Committee to ensure orientation and guidance are provided to newly hired E.C.E.s.

TYPICAL DUTIES:

1. a)  ANNUAL  DUTIES:

1. Workshops—
VICPA Spring Vice Presidents’ Workshop

Personnel Workshop 

E.C.E. Contract Workshop


       2.  Meetings--
VICPA Annual General Meeting





Salary/Merit Committee





Child Care Licensing Meetings (semi-annual)


b)  MONTHLY DUTIES:


 1.  Meetings--
E.C.E. Committee




VICPA Executive


 2.  VICPA Liaison, i.e. phone calls, emails, reading necessary paperwork and 



   providing feedback.

3.  Ad Hoc meetings at both the VICPA as well as community levels, when requested.

2. HIRING NEW E.C.E.S

a)  Meet, and consult by phone and email, with the preschools’ Hiring Committees, as        required, to guide them through the hiring process.

b) Conduct interviews with E.C.E. applicants, as a member of a preschool’s hiring committee, unless a VICPA E.C.E. can fulfill this role.

c) Ensures that newly hired VICPA E.C.E.s receive orientation, and assistance with the initial E.C.E. contract negotiation, in collaboration with the E.C.E. Committee.

3.
PERSONNEL CONSULTATION BY PHONE


Includes all VICPA preschools and all VICPA E.C.E.s

4.
HIGH NEEDS ASSISTANCE TO ALL VICPA PRESCHOOLS


Includes consultation by phone and meetings, as required.

MINIMUM QUALIFICATIONS

1. Effective communication skills and conflict resolution abilities.

2. A working knowledge of cooperative organizational relationships. A minimum of two years involvement with non-profit organizations or cooperatives.

3. A proven ability to provide leadership and to work cooperatively.

4. Ability to facilitate groups and workshops.

5. A commitment to professional development.

6. Flexibility with working hours is a requirement of the job.
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