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CITY OF REDWOOD CITY 

CHILD CARE SERVICES SPECIALIST 
 

 
 
DEFINITION 

 
To serve as a City resource on child care and early education programs to the 
local  community  including  child  care  providers,  parents,  City  staff,  local 
businesses, and community based organizations; to promote and facilitate high 
quality and accessible child care; and to perform related work as assigned. 

 

 
DISTINGUISHING CHARACTERISTICS 

 
This single incumbent classification provides professional level support to the 
City’s goals and objectives with respect to the provision of high quality and 
accessible child care and early education services to its citizens. 

 
SUPERVISION RECEIVED AND EXERCISED 

 
Direction is provided by management staff. 
 

 

EXAMPLES OF ESSENTIAL AND IMPORTANT DUTIES 
 

1.   Receive requests for information and technical assistance from child care and  
early  education  agencies,  other  community  public  and   private 
organizations,  City  Departments,  and  City  Council,  the   media   and 
community organizations; research and respond to specific issues raised by 
these groups. 

 
2.   Receive requests for information from parents and caregivers for referrals to 

available resources for child care, early education and family resources in the 
community; provide written resource materials as available. 

 
3.   Conduct  research  to  identify  and  provide  information  to  the   child 

care/early education community on newly available resources  such  as 
training, funding, events, and legislation. 

 
4.   Provide assistance to community agencies and child care providers in their 

efforts to start a new child care program, where there is a need to access 
or secure funding resources; provide information on public  and private 
funding opportunities; interpret regulations; facilitate grant applications and 
provide other logistical assistance. 
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5.   Work  with  other  City  Departments  such  as  Community  Development, 
Planning  and  the  Library,  on  projects  related  to  child  care  and  early 
education;  projects  may  include  permitting,  new   developments,  and 
services to children and families. 

 
6.   Work   with   local   employers   and   affordable   housing   developers   to 

encourage private sector participation in building child care centers  for 
employees, property owners and tenants; work with these groups and City 
Departments to facilitate processes. 

 
7.   Participate in and/or lead City and County committees and task forces that 

support early child  care  and  education,  child  development  and  family 
support. 

 
8.   Plan, coordinate and implement special events in support of child  care and 

early education program development; prepare promotional materials and 
press releases for events. 

 
9.   Receive, review and interpret new legislative initiatives on child care and early 

education; identify impact on programs and/or new  opportunities, provide 
recommendations to the City on response or action needed; work with  
legislators  on  bills  related  to  child  care  and  early  education  by suggesting  
bills,  engaging  support  from  providers,  and   testifying at hearings. 

 
10.  Prepare and update publications for the parent and child care community; 

maintain website content. 
 
11.  Perform related duties as required. 
 
RELATED AND ESSENTIAL QUALIFICATIONS 

 
Knowledge of: 

 

• Principles and practices of early childhood development and education. 
 

• Community demographics/needs for child care and early education. 
 

• Child care and early education resources within the community. 
 

• Legislative processes and cycles with respect to the introduction or review 
of legislation on child care or early education matters. 
 

• Principles and practices of research. 
 

• Principles and practices of public speaking. 
 

• Methods and techniques of evaluating child care and early education needs 
and resources within the community. 
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• Principles and practices of grant funding. 
 

• Local, state and federal sources of funding for child care and early education 
services. 
 

• New or planned business and housing development projects within the City. 
 

• City department operations as they relate to child care and early education 
service program or facility planning and implementation. 
 

• Principles and practices of correspondence and report writing, vocabulary 
and punctuation. 
 

• Principles and practices of record keeping. 
 

• Modern office procedures including the use of computers and specialized 
applications relevant to work performed. 
 

• Applicable federal, state, and local laws, codes and regulations. 
 

Ability to: 
 

• Serve as a resource for parents, caregivers, developers, businesses and 
others on aspects of child care and early education resources, services and 
needs within the City. 
 

• Provide leadership and represent the City on a variety of task forces, 
committees and other forums related to child care services. 
 

• Plan and attend events designed to raise awareness of the need for child 
care and early education resources, programs and facilities within the 
community. 
 

• Work collaboratively with City departments, local businesses and others in 
the development of child care services and early education solutions. 
 

• Prepare clear and concise business and technical reports and 
correspondence. 
 

• Demonstrate strong customer service skills. 
 

• Communicate clearly and concisely orally and in writing. 
 

• Operate modern equipment, including computers and specialized software 
relevant to work performed 
 

• Establish effective working relations with others including using discretion 
and good judgment in difficult and sensitive situations. 
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Experience and Education Guidelines: 
Any combination of experience and education that would likely provide the 
required knowledge and abilities is qualifying.  A typical way to obtain the 
knowledge and abilities would be: 

 
Experience: 

 
Four years of experience in providing professional support and assistance 
to child care and early education programs. 

 
Education: 

 
Equivalent to completion of a degree from a four-year college or university 
with major coursework in child development or a related field. 

 

License or Certificate: 
 

Possession of, or the ability to obtain the appropriate, valid driver’s license with a 
satisfactory driving record. 

 
Special Requirements: 
Essential and Important duties require the following physical abilities and work 
environment: 

 
Ability to work in a typical office environment, with ability to travel between various 
sites. 

 
 
 
Effective Date:  February, 2017 
Bargaining Group: Service Employees’ International Union (SEIU) 
Status:  Classified / FLSA Non-Exempt 
 


