
 
 

JOB DESCRIPTION 
 
POSITION TITLE: Program Recruiter   FLSA STATUS:   Exempt 
DIVISION:  Head Start    PAY GRADE:   8 
HIRING RANGE:  $16.24 - $20.30 per hour 
WORK HOURS:  8:00 a.m. – 5:00 p.m., 80 bi-weekly, requires evenings and weekends  
LOCATION:  Cincinnati-Hamilton County Community Action Agency (C-HCCAA) 
   1740 Langdon Farm Road, Cincinnati, Ohio  45237 
 
POSITION SUMMARY:  
Handles student recruitment activities to maintain full enrollment in Head Start/Early Head Start 
programs in compliance with Eligibility, Recruitment, Selection, Enrollment & Attendance 
(ERSEA) policies and compliances set forth in local, state and federal regulations. 
 
ESSENTIAL JOB FUNCTIONS: 
Under General Supervision: 

1. Develops and works with staff to implement Grantee-Wide recruitment plan in 
conjunction with the Admissions Manager and Direct Service Administrator. 

2. Monitor status of recruitment/enrollment and implementation of Grantee Wide/Site plans. 
3. Develops internal and external relationships, collaborations, agreements, and partnerships 

for referral source into Head Start/Early Head Start (HS/EHS) program.  
4. Develops, implements, and manages system for incoming recruitment calls and referrals. 
5. Provides direct supervision for and works with Intake worker. 
6. Effectively communicate and have understanding of recruitment and referral process and 

techniques. 
7. Provides input and solutions to develop, monitor, and/or revise the agency’s Eligibility, 

Recruitment, Selection, Enrollment & Attendance (ERSEA) systems, policies and 
procedures to include automating processes to enhance efficiency.  

8. Makes decisions regarding applicant acceptance in accordance with HS Performance 
Standards and agency Selection and Recruitment Policies. 

9. Prepares and distributes timely reports and tracking regarding Eligibility, Recruitment, 
Selection, Enrollment, and Attendance (ERSEA) updates. 

10. Creates and facilitates on-going recruitment communications grantee wide and maintains 
communication with parents and families in regards to ERSEA, compliance, waiting list, 
etc. 

11. Analyzes recruitment yield and identifies populations and areas for recruitment. 
12. Manages development and implementation of universal intake and other new ERSEA 

systems for HS/EHS children and families according to program guidelines. 
13. Participates in the recruiting and interviewing process to fill all vacancies in their 

department. 
14. Manages assigned duties with high quality service and confidentiality for the Early Head 

Start and ECS children and families. 



15. Identifies, assesses, analyzes, and mitigates risk in the service delivery system. 
16. Maintain a level of good work attendance. 

 
This list of job functions contains the essential functions of the job only.   

Other duties may be assigned as necessary. 
 

QUALIFICATIONS AND REQUIREMENTS: 
1. Head Start/Early Head Start program recruitment experience preferred; Bachelor degree 

in Marketing, Communications, Organizational Development, or a related field from an 
accredited college or university. 

2. Knowledge of marketing and sales techniques  
3. Three (3) years school recruiting experience or Head Start Teaching experience 
4. Two (2) years customer service experience. 
5. Advanced computer experience in Microsoft Office Software Applications and database 

management software. 
6. Must possess exceptional interpersonal communication skills. 
7. Experience working with a diverse populations including executives and low to 

moderate-income families.   
8. Demonstrated ability to multi-task and prioritize duties with deadlines.  

 
WORK ENVIRONMENT AND PHYSICAL DEMANDS: The work environment and 
physical demands described here are representative of those required by an employee to perform 
the essential functions of this job with or without reasonable accommodations. 
 
Work environment: 
Normally a typical office environment, with minimal exposure to excessive noise or adverse 
environmental issues, but also includes occasional local travel, including exposure to heat, cold, 
inclement weather conditions, and occasional environmental hazards. 
 
Physical demands: 
Ability to meet the following physical requirements with or without reasonable accommodation: 

a. Ability to walk through neighborhoods during door to door recruitment events. 
b.Use hands to manipulate, handle, feel, and control items or equipment; 
c. Talk and hear; 
d.See and be able to read, write, and interpret written documents;  
e. Effectively communicate with the public; 
f. Lift and move objects weighing up to 15 pounds. 

 
ORGANIZATIONAL STRUCTURE: 
Reports to: Admissions Manager 
Manages: Intake Technician 
 
Cincinnati-Hamilton County Community Action Agency is an Equal Opportunity Employer. The 
Functions, Qualifications, Requirements and Physical Demands listed in this job description 
represent the essential functions of the job, which the incumbent must be able to perform either 
with or without reasonable accommodation. The listed Job Functions do not necessarily include 
all activities that the incumbent may perform. 


