 
INTERNAL & EXTERNAL POSTING

 
PARENT AND PROVIDER RELATIONS MANAGER

CINCINNATI PRESCHOOL PROMISE (CPP)
The Provider Relations Manager will handle all responsibilities relating to tuition assistance and the data and enrollment systems CPP will leverage to disburse tuition assistance funds to providers on behalf of eligible children. The Provider Relations Manager will manage a team of 1-2 Technical Assistance Staff and one Data Manager working to educate parents and providers, enroll children in the CPP Tuition Assistance program, and administer the tuition assistance data and enrollment system. The Provider Relations Manager will be the voice of CPP in all discussions, committees, and councils relating to tuition assistance activities and will help drive the development of CPP’s tuition assistance strategy and evolution of tuition assistance policies. This position is expected to last five years.  

RESPONSIBILITIES INCLUDE:
· Holding final responsibility for parent and provider satisfaction relating to all tuition assistance policies and procedures as well as the data and enrollment system

· Monitoring the development, rollout, and performance of the third-party-developed data and enrollment system and managing the relationship with the vendor developing and maintaining the system

· Participate in hiring of team members and managing team performance

· Ensuring successful operation of the tuition assistance process, including confirming provider and child eligibility and contracting

· Ensuring providers seeking tuition assistance satisfy compliance requirements

· Ensuring the team handles low daily volume of incoming calls from families and preschools in a professional, customer-friendly, and timely manner

· Ensuring team members make outbound calls to families and preschools to follow up on pending attendance records/applications

· Handling issues that are escalated by the team

· Interacting with program partners on a regular basis either in person, via phone, or via email

· Ensuring team members properly assist parents and preschools in multiple phases of the application and enrollment process in a timely manner

· Coordinating with the Quality Improvement Manager to smoothly transition providers from 2 stars to 3 stars on the state SUTQ rating scale

· Coordinating with the Finance Manager to collect data for reports to the State and coordinating with the third-party program Evaluator

· Serving on Cost of Quality – Wages committee, a group convened to develop the policies that will govern CPP funding that will go towards ensuring preschool providers receive a living wage

MINIMUM QUALIFICATIONS:  
· Bachelor’s degree; ideal candidates will have a degree relating to early childhood education or a related field

· At least five years previous experience in the education space, ideally in early learning. Strong candidates will have familiarity with the Ohio Step Up to Quality (SUTQ) rating scale 

· A minimum of one (1) year experience in, bookkeeping, accounts payable, and/or eligibility determination

· Cultural fluency and ability to interact with people of all backgrounds; candidates  bilingual in English and Spanish strongly preferred
· Comfort in interacting with data systems 

· Previous management or supervisory experience

· Experience handling sensitive and confidential inquiries 

· Experience managing and working with a customer relationship management (CRM) systems

· Ability to implement and manage multiple projects at one time

· Ability to work collaboratively 

· Ability to field inquiries and manage customer relations with a high level of customer service  

· Strong written and communication skills and detail-orientation

· Enthusiasm for the CPP mission of expanding quality preschool coverage and growing the pipeline of dedicated and skilled preschool educators

· Extensive Experience in Microsoft Office programs (Word, Excel, PowerPoint)

Applicants should apply (Reference PPLC) by Monday, June 5, 2017 to:

Human Resources Department

United Way of Greater Cincinnati

2400 Reading Road

Cincinnati, OH  45202-1478

Human.resources@uwgc.org or FAX 513-762-7146

UWGC is an Equal Opportunity Employer Committed to Diversity

and Inclusion
