
 
 
 

Programs Assistant 
Full Time - 40 hours per week 
Exempt 
Reports to Programs Manager 
 
Summary 
 
The Programs Assistant is responsible for maintaining an accurate, complete, efficient recordkeeping and reporting 
system for Head Start and other CNE program services.  The Programs Assistant also serves as a primary point of contact 
for families.  The Programs Assistant plays an integral role in client engagement and paperwork maintenance for The 
Child Care Assistance Program (CCAP). The Programs Assistant will also have knowledge of all content areas with a 
primary focus on Eligibility, Recruitment, Selection, Enrollment and Attendance (ERSEA), providing support when 
needed to other CNE departments. 

 
Essential Job Duties 
Other duties may be assigned. 
 
Ambassadorship/Recruitment 

 Be informed and committed to CNE’s mission, vision, values and programs and serve as an ambassador in the 
communities we serve. 

 Attend outreach events (some early evenings and weekends may be required). 

 Responsible for self-participation in ambassador opportunities. 
 
Reception/General Office Assistance 

 Answer phones and agency doorbell.   

 Greet and assist visitors to CNE including, but not limited to, answering questions about all of CNE’s programs, 
providing and collecting program paperwork, scheduling an intake or providing resources. 

 Participate in the coordination and execution of agency events including the creation of materials, the 
organization of needed space, equipment and supplies. 

 
CCAP Eligibility Assistant 

● Function as a point of contact for families and providers looking for information around CCAP eligibility, parent 
responsibilities, and locating a CCAP provider. 

● Develop a working knowledge of general CCAP policies and procedures. 
● Implement a family focused, conversation based screening process to gather necessary information to assist 

families in understanding their program options.  
● In partnership with the CCAP Eligibility Specialist, notify partner sites of all eligibility information related to the 

CCAP funded families at their sites. 
● In partnership with the CCAP Eligibility Specialist, track CCAP eligibility for all CNE CCAP families, gathering and 

reporting all required components of CCAP paperwork, and helping families maintain eligibility. 
 
Filing and Paperwork 

 Maintain an organized and up to date filing system for all EHS/HS files. 

 Monitor and audit EHS/HS program files for eligibility documentation following an established schedule. 

 Assist in the maintenance of an accurate tracking system and accurate file system for all CCAP families and 
affiliated paperwork. 

 Prepare intake, prenatal, postnatal and transition packets. 

 Keep materials for these packets up to date and maintain an organized electronic file of all documents. 

 Plan annual paperwork to be distributed to current EHS/HS families and collect and record completed 
paperwork. 

 
 
 
 



 

 

 

 
 

Data Entry, Management and Ongoing Monitoring 

 Operate a computer and related software applications, particularly ChildPlus, to enter and retrieve data, create 
and maintain records and generate reports. 

 Assist in the maintenance of the Child Care Assistance Program client tracking system. 

 Develop general knowledge of the state issued Child Care Assistance Program databases 

 Data entry for Learning Together. 

 Assist Head Start Director with PIR data management as needed. 

Professional Development 

 Participate in regular staff meetings, staff training events, reflective supervisions, and adhere to agency policies, 
procedures, and professional core values/professional code of ethics. 

 Complete and participate in performance appraisals in a timely manner. 

 Ensure completion of the annual requirement of 15 hours of professional development. 

 Attend workshops, conferences, classes and webinars to increase professional development knowledge. 
 

Other Requirements 

 All bilingual employees are expected to assist with both verbal and written translation/interpretation to the best of 
their abilities. 

 
Required Qualifications 
 

 One of the following: a bachelor's degree OR an associate's degree with a minimum of 3 years of experience in an 

administrative role. 

 Conversational Spanish language ability required. 

 A minimum of 2 years of customer service or client services required. 

 Demonstrates respect and acceptance of diverse individuals and communities served by, working in partnership 
with or employed by Childcare Network of Evanston but not limited to race, gender, ethnicity, social-economic 
status, and LGBTQ populations. 

 Must have valid driver’s license and auto insurance when the position requires an employee to operate a motor 
vehicle in connection with executing responsibilities, which include driving to and/or from any agency function.  

 Must submit to a criminal background check and a child abuse and neglect screening and maintain a cleared status 
throughout employment.  

 Must submit proof of MMR vaccination and pass a TB and immunization health screening upon hire and update 
TB/physicals as required by the Illinois licensing standards.  

 Must clear DMV screening and remain eligible to transport clients if driving for the position is required.  

 Must have intermediate skills with computer applications (specifically Microsoft Office, Outlook, PowerPoint, Word 
and Excel) and the ability to learn and master other computer technology /software programs as needed.  

 
Knowledge, Skills, and Abilities 
 

 Demonstrate willingness to work in a program located in a high-risk community. 

 Ability to engage quickly with families in a sensitive and culturally-responsive manner.  

 Knowledge of Head Start Rules and Regulations with particular focus on ERSEA policies. 

 Ability to appropriately manage confidential information and materials. 

 Ability to relate well with children and adults. 

 Strong analytical, communication (written and verbal), and interpersonal skills. 

 Ability to communicate and function with various professional community groups. 

 Successfully convey and obtain accurate and complete information in a respectful and caring manner, including 
nonverbal communication or communication with those with language barriers or disabilities. 

 Ability to develop positive relationships and trust by demonstrating respect, empathy, dedication, positive attitude, 
and cultural sensitivity to others. 

 Ability to work in a multi-cultural, interdisciplinary environment and with diverse community-based agencies. 

 Willingness and skillful when having difficult conversations with staff and clients. 

 Attentive to detail, organizational skills, and time management. 

 Knowledge of community agencies in the Evanston and surrounding area preferred. 

 Ability to work independently making sound decisions as well as in a team environment. 



 

 

 

 
 

 Ability to understand, support and comply with organizational policies. 

 Willingness and ability to be flexible with hours, including evenings, in order to carry out the responsibilities of the 
position. 

 Demonstrates reliability, dedication, and integrity in learning, taking action, and meeting goals. 
 
Working Conditions 
 

 Candidate will work in a professional office environment using standard office equipment such as computers, 
phones, photocopiers, filing cabinets and fax machines.   

 Candidate is expected to participate in special events as needed which may include some weekend and evening 
hours. 

 
Physical Abilities 
 

 Required to use close vision and be able to focus. 

 Position operates in a professional office environment with exposure to moderate noise levels. 

 Position requires continuous walking, standing and moving about. 

 Position requires local travel to various locations. 
 
Direct reports 
 
None 
 
 


