	CORNELL COOPERATIVE EXTENSION ASSOCIATION OF ORANGE COUNTY
STAFF POSITION DESCRIPTION 


	Current Incumbent, if any: 
	Date Written/Revised: 10/17/2025

	CCE Classification Job Title: Association Subject Educator I
	Position #:  

	Working Title: Human Development Educator 
	FTE:  0.75
	

	[bookmark: Check34]Reason:  |X| New Position  |_| Revision 
	FLSA:
	|_| Exempt                
	[bookmark: Check83]|X| Non-Exempt


			REPORTING RELATIONSHIP(S):

	Immediate Supervisor’s Name and Classification Job Title: Julika von Stackelberg, Association Resource Educator  

	Position(s) Supervised / Direct Reports: None

Volunteer Oversight:  |X| No  |_| Yes 



POSITION SUMMARY: 
The Cornell Cooperative Extension Orange County (CCEOC) Human Development Educator works under the general program supervision of the Family & Community Resilience Educator to provide program delivery, including management and coordination of the parenting programs in Orange County. The role is responsible for the planning, coordination, and delivery of parenting education programs to meet the needs of Orange County youth, families and professionals. Responsibilities include preparation and facilitation of multiple research-based parenting series, and delivery of one-time workshops.  This position will also work with kinship families and provide opportunities for peer mentor development.  In collaboration with the supervisor, this role is responsible for the coordinating the Making Healthful Decisions Conference, the Orange County Parenting and Kinship Coalitions. Additional duties include responding to parenting inquiries, contributing to indirect marketing efforts through blog posts, video chats, and social media. 

This is a part-time, non-exempt, benefits-eligible position working 30 hours per week. Represents the association to the public, community leaders, government officials, and Cornell University.  

REQUIRED QUALIFICATIONS: 
· Bachelor’s Degree in a field related to child and family well-being.  Associates’ Degree and one year transferrable program experience is acceptable.
· Previous experience in program coordination and direct teaching.
· Experiences with public speaking in small and large groups.
· Ability to communicate effectively through oral, written, and visual channels using electronic tools and social marketing/media technology.
· Ability to work independently. 
· Excellent organizational skills. 
· Ability to meet travel requirements associated with this position. 
· Must meet acceptable criminal background check standards and valid driver’s license and motor vehicle record acceptable to CCE insurance. 
· Ability to work flexible hours, which will include some evenings, weekends and occasional overnight travel. 

PREFERRED QUALIFICATIONS: 
· Demonstrated ability to plan and evaluate informal educational programs through a variety of delivery methods to reach individuals and groups. 
· Knowledge of working with Orange County community partners. 
· Bilingual in Spanish; read, write and speak.

SUBJECT MATTER/BACKGROUND:

	|_|  Agriculture and Food Systems
	|_|  General Administration
	|_|  Farm

	|_|  Nutrition, Food Safety & Security and Obesity Prevention
	|_|  Information Technology
	|_|  Grant/Contract

	|_|  Environment and Natural Resources, Sustainable Energy and Climate Change
	|_|  Finance
	|_|  Communication

	|_|  Community and Economic Vitality
	|_|  Human Resources
	|_|  Other

	|X|  4-H Youth Development and Children, Youth and Families
	|_|  Facility
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RESPONSIBILITIES/ESSENTIAL FUNCTIONS: 
Program Responsibilities:
Program Delivery – 70%	Comment by Leah Cadwallader: MINIMUM 70%
· Deliver educational workshops for parenting and family life programming 
· Serve as a subject matter resource for the Orange County community in the area of parenting and family life
· Provide parenting and family life educational messages to the media (print, radio, and web)
· Respond to community and public inquiries related to parenting education
· As part of program delivery, coordinate the Making Healthful Decisions Conference and other professional development opportunities.
· Collaborate with program partners, guest speakers, and facilitators to ensure seamless program delivery
· Assist in developing content for newsletters, blogs, and social media to promote family programs
· Stay current on research, trends, and best practices in parenting and family life education to further program delivery
· As part of program delivery, coordinate and co-chair the Orange County Parenting and Kinship Coalitions including the coordination of meetings, shared resources, and joint events	Comment by Leah Cadwallader: I think this could be rewritten to be delivery responsibility.
· As part of program delivery, represent CCE before the public, community leaders, and government officials

Program Evaluation – 5%
· With supervisor, evaluate programs, interpret data, and communicate evaluation results and findings to funders and University faculty
· Assist in applying subject matter knowledge to evaluate educational programs
· Coordinate the collection and organization of evaluation data and program feedback for reporting purposes

Administrative Responsibilities:
Direction –5%	Comment by Leah Cadwallader: Maximum 5%.
· Assist the Supervisor in the planning of educational programs to meet the diverse needs of Orange County parents and caregivers
· Work with communications staff to plan effective strategic external and internal communication efforts, including strategic marketing efforts
· Provide supervisor with program-related information to assist with the grant development process
· Be an active participant in department strategic planning 
· Support other staff with cross-program collaboration as needed


Coordination – 15%	Comment by Leah Cadwallader: Maximum 15% COMBINED with Management.
· Coordinate logistics, scheduling, and communication for parenting education series and workshops
· Coordinate the Making Healthful Decisions Conference and other professional development opportunities.
· Responsible for managing the parenting and family life content on the CCEOC website and other related social networks
· Support the implementation and logistics of the Strengthening Families Program, including scheduling, communication, and record-keeping
· Maintain and update the Our Community Table website and ensure content aligns with ongoing programming
· Manage registration and participant communication for the Making Healthful Decisions Conference and other events
· Serve as a point of contact for community members, partners, and participants regarding program scheduling, logistics, and updates.

Professional Improvement – 5%
· In cooperation with Supervisor and/or Executive Director, jointly develop and pursue a professional development plan as a means to increase competencies relative to position accountabilities and to address changes and Association priorities.
· Collaborate in activities that are in general support of Cornell Cooperative Extension and perform other duties as assigned.
Health and Safety – Applied to all duties and functions
· Support the Association to maintain a safe working environment.
· Be familiar with and strive to follow any applicable federal, state, local regulations, Association health and safety policy/procedure/requirement and standard.
· Act proactively to prevent accidents/injuries and communicate hazards to supervisors when identified.
EEO/EPO and Policy – Applied to all duties and functions
· Maintain respectful and professional interactions with clientele, staff, volunteers and the public. 
· Assist the Cornell Cooperative Extension system in reaching out to various audiences.
· Aware of, and adheres to, established Cornell Cooperative Extension Association of Orange County policies, procedures and Cornell Cooperative Extension Skills for Success.
· Contribute to the overall success of the organization by performing all assigned duties in a professional, timely and accurate manner.

Equal Opportunity Employment
Cornell Cooperative Extension is an employer and educator recognized for providing equal program and employment opportunities in accordance with applicable laws.

FOR EACH FACTOR BELOW, CHOOSE THE PHRASE THAT BEST FITS THE CHARACTERISTICS OF THIS POSITION:
Check the below for accuracy
Scope of Impact of the Position: Low - within program
Interaction within Association: Provide guidance/coordinate activities/contribute to work groups
Interaction with Volunteers: None to limited	Comment by Leah Cadwallader: There are no volunteers listed on first page for any oversight responsibilities.  Revise that and add volunteer management bullet(s), or revise this to None to limited.
Interaction Outside Association: Conduct straighforward business; provide information
Complexity of Supervision to employees: Limited - Occasional guidance to co-workers
Complexity of Work: Low - Under the guidance of immediate supervisor, occasionally adapts procedures to resolve unusual cases; makes some decisions requiring consideration of criteria
Level of decision-making activity: Low - Within program/functional area
Supervision Received: Moderate - Very general direction
Support Skills-Writing: Low - Usually issues standard responses
Support Skills-Computer: Low - Uses basic business/technical programs/applications to perform responsibilities

WORKING CONDITIONS:
Essential Physical Requirements: Typically lifts 20 to 50 lbs	
Visual: Normal concentration	
Hazards: Limited exposure

OPTIONAL:
SIGNATURES

                                                                                                                                                                                                                
Employee Signature                                                                     	Date

                                                                                                                                                                                                                
Supervisor Signature                                                                      	Date

                                                                                                                                                                                                         
Association Executive Director Signature                               	Date


Skills for Success
(The following skills are essential for individual and organizational success.)
The

As a member of Cornell Cooperative Extension, I…

Health and Safety
· Support the Association to maintain a safe working environment.
· Be familiar and strive to follow any applicable federal, state, local regulations, Association health and safety policies, procedures, requirements or standards.
· Act proactively to prevent accidents/injuries and communicate hazards to supervisors when identified.

Interact with integrity…So people are respected and engaged.
· Be honest and trustworthy, demonstrate high standards of personal conduct.
· Have a positive attitude.
· Involve others as appropriate when outcomes impact their work.
· Be diplomatic in your interactions with customers and stakeholders.
· Admit your mistakes and learn from them.
· Acknowledge the support and contributions of others.

Contribute positively to an inclusive environment…So people feel like they belong.
· Communicate across difference to create a collaborative, collegial, and caring community.
· Be cooperative, open and welcoming to all.
· Show respect, compassion and empathy for others, even in difficult situations.
· Engage and support others regardless of background or perspective.
· Speak up when others are being excluded or treated inappropriately.
· Actively support work-life integration.

Support the organization’s shared vision and mission…I am trusted to move the Association and team goals forward.
· Show commitment to the Association’s goals in delivering results.
· Anticipate, embrace, promote and implement change.
· Balance short-term gains with long-term vision.
· Be open and receptive to new information, ideas and approaches.
· Be adaptable, modify your preferred way of doing things when it benefits the whole.
· Support ideas, solutions and changes to processes to ensure high quality outcomes.

Communicate clearly and consistently…So people are informed and heard.
· Seek to understand and then to be understood.
· Demonstrate active listening skills.
· Express thoughts clearly, both verbally and in writing.
· Share knowledge and information.
· Give, receive and act upon helpful and timely feedback.



Skills for Success
(The following skills are essential for individual and organizational success.)
The

Act and take initiative…I take ownership of my work and results.
· Adopt a culture of sustainability and efficiency.
· Strive to develop and implement best practices
· Take responsible risks to innovate seeking advancements in products, processes, services, technologies or ideas.
· Identify opportunities in challenges and show initiative.
· Reach out in a timely and responsive manner to resolve problems and conflicts.
· Anticipate and adapt to changing priorities and additional demands.

Display sound judgment in problem solving…People seek me out to find solutions to deliver results.
· Exercise sound judgment to make decisions and meet deliverables.
· Assess environment, economic, compliance and social impacts in decision-making.
· Demonstrate innovative, creative and informed risk taking.
· Apply analytic thinking, data and metrics to synthesize complex information.
· Anticipate obstacles and generate alternatives.
· Negotiate to find and orchestrate win-win solutions.

Proactively seek self-development and coaching opportunities…People see my commitment and passion to continuously develop.
· Be self-aware.
· Work to continuously learn and improve.
· Take measures to ensure personal well-being and balance.
· Seek and act upon performance feedback.
· Apply learning to evolving assignments.
· Actively manage your career.
· Encourage others to develop themselves.

Job Skills
· Demonstrates competence in tools, equipment, software and technologies to effectively complete assignments and job tasks.
· Maintains professional certifications, licensing and education in functional expertise and effectively applies knowledge.
· Understands, interprets and applies regulations, policies and contracts to deliver effective results.
· Uses good judgment, information and observations to evaluate and recommend actions to support decisions and deliverables.


