SETA EMPLOYMENT OPPORTUNITY

HEAD START SUBSTITUTE TEACHER ASSISTANT
$8.62/HOUR
(CONTINUOUS FILING)

HOW TO APPLY

A completed SETA application, the related signed Head Start Declaration and Supplemental application
materials must be submitted when applying for the Head Start Substitute Teacher Assistant position.
Application materials can be obtained in the lobby at 925 Del Paso Blvd.

DEFINITION

Under general supervision, to assist with planning and conducting classroom activities which provide
individual developmental experiences for Head Start children; to supervise and assist children with
learning activities; to work with parents; and to do related work as required.

DISTINGUISHING CHARACTERISTICS

This is a specialized classification for positions assigned to provide a variety of assistance with
educational activities at a Head Start program site operated by the Sacramento Employment and
Training Agency. Responsibilities include assisting with educational activity planning, assisting with
teaching functions, helping to prepare instructional materials, and promotion of parent involvement in site
activities.

EXAMPLE OF DUTIES

Assist in planning and implementing educational activities in a Head Start classroom; assists with
classroom teaching duties; prepares and cleans-up rooms; supervises individual and small group
activities; supervises outdoor activities; works with parent volunteers in child development functions;
assists with preparing and serving snacks; assists with the preparation of instructional materials;
prepares special projects and programs; assists with observing and assessing the progress of children;
supervises children on field trips; participates in parent and staff meetings; assists children with basic
needs.

MINIMUM QUALIFICATIONS

Knowledge of: Early childhood development; problems and needs of low-income families.

Ability to: Assist with a variety of classroom, educational, and child development activities at a Head
Start site operated by SETA; work effectively with low-income families and parent groups; follow oral and
written directions; communicate positively with pre-school children; deal tactfully and courteously with
parents and other staff; establish and maintain cooperative working relationships.

Training and Experience: Any combination of training and experience which would likely provide the
required knowledges and abilities is qualifying and must include the special educational requirements. A
typical way to obtain these knowledges and abilities would be:

Previous experience in working with pre-school children on a paid or volunteer basis is highly desirable.
Some selection preference may be given to current or past Head Start parents.
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SPECIAL REQUIREMENTS
All candidates must have a minimum of six (6) college units in Early Childhood Education (ECE),
and be willing to obtain an additional six (6) units in ECE within one year from hire date.

SELECTION PROCESS

Applications will be accepted for this position on a continuous basis. Once a sufficient number of
applications have been received an Application Screening Committee will rate the applications based
upon criteria which demonstrates an applicant’s job related training, experience and education. Such
ratings will constitute the applicant’s total score. Therefore, applicants are urged to submit sufficiently
detailed information in their application materials for a proper evaluation. Those applicants who are
successful will be placed in an on-call pool.

NOTE
Those selected will be required to submit verification of citizenship or legal right to work in the United
States at time of employment. Employment is subject to successful completion of fingerprint clearance.

These temporary, on-call, positions are not entitled to SETA benefits.







HEAD START DECLARATION

Confidential Personnel File Information

In compliance with 45 CFR Part 1301, Subpart D, Head Start Grants Administration
Personnel Policies, Section 1301.31 (c) and (d).

Name of Prospective Employee (Please Print):

Federal policies now require that Head Start agencies require all prospective
employees to sign a declaration prior to employment which lists:

(1) All pending and prior criminal arrests and charges related to child sexual
abuse and their disposition;

(2) Convictions related to other forms of child abuse and/or neglect; and
(3) All convictions of violent felonies.

The declaration may exclude:

e Any offense, other than any offense related to child abuse and/or child sexual
abuse or violent felonies committed before the prospective employee’s 18"
birthday, which was finally adjudicated in a juvenile court or under a youth
offender law;

e Any conviction for which the record has been expunged under Federal or
State Law; and

e Any conviction set aside under the Federal Youth Corrections Act or similar
State authority.

Note that individuals who declare, through this form, that they have been arrested,
charged with, or convicted of any of the offenses listed above are not automatically
disqualified from being hired. Head Start agencies must review each case to assess
the relevance of an arrest, charge, or conviction to a hiring decision.

Please provide your signature on the appropriate category below:

| have not been arrested, charged, and/or convicted on one or more of the three
types of offenses listed above.

Signature Date

***O R***

| have been arrested, charged, and/or convicted on one or more of the three types
of offenses listed above. If so, please attach information listing the offenses(s),
the date(s) of the arrest, charge, and/or conviction, and other relevant information.

Signature Date

hs_declaration.doc 04/06/05



HEAD START
SUPPLEMENTAL APPLICATION FORM

This SUPPLEMENTAL APPLICATION form, along with the required documents
noted below MUST BE ATTACHED to a completed SETA application and must be
received in the SETA office at 925 Del Paso Blvd. no later than 5:00 p.m. on the
final filing date as noted on the job announcement. Failure to attach the required
documents may result in disqualification from the application process.

Please Print:

Candidate Name:

Date:

Position Applying For:

DOCUMENTS REQUIRED

1) A copy of your latest “unofficial” or “official” college transcripts verifying
completion of the required units in Early Childhood Education (as noted on
the job announcement): and/or

2) A copy of your Child Development Permit issued by the State of California.
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