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Help Me Grow- Care Coordinator 
$20.19 - $30.29 per hour ($42,000-63,000 annually)  

Full-time: 40 hours per week 
Non-Exempt 

 
Background 
Funded through an increased tax on tobacco products, First 5 Ventura County (F5VC) is part of 
a statewide voter initiative established under the California Children and Families Act of 1998 
(Proposition 10). Our mission is to strengthen families, communities and systems of care for 
children prenatal to 5 years through investments, expertise, and leadership so all children reach 
their full potential.   
 
First 5 Ventura County envisions a future where all Ventura County children are born healthy, 
thrive in nurturing environments, and enter school prepared and eager to learn. Catalysts for 
systemic change, we partner with parents, school districts, community leaders, and social and 
healthcare agencies to develop a service system that meets community needs. By working 
through partners with a focus on prevention, we are able to maximize our collective impact and 
cost-effectiveness, and leverage community resources with federal, state and grant dollars. 
 
Help Me Grow Ventura County 
First 5 Ventura County is the organizing entity for Help Me Grow Ventura County, an affiliate of 
a national model. This model is focused on building an integrated, countywide early childhood 
system to promote early identification of children with developmental and social-emotional 
needs and to provide linkage services to those children to community resources and 
interventions. This is accomplished by leveraging existing resources in the community, 
maximizing opportunities within public agencies, and promoting cross-sector collaboration 
toward a shared agenda. Help Me Grow consists of four direct service components: a 
centralized access point, family and community outreach, child health provider outreach, and 
data collection and analysis.  
 
Position Description 
The Care Coordinator, under the direction of the Help Me Grow Program Manager, serves as 
the primary staff for the Help Me Grow Centralized Access Point and is responsible for 
connecting with, providing information to, and linking families of young children to community 
resources and services that will support and/or enhance their child(ren)’s development. The 
Care Coordinator provides services to parents/caregivers in a paraprofessional capacity without 
a requirement for specific licenses and/or graduate degrees and has no clinical, diagnostic, or 
supervisory duties. 
 
Typical Duties and Responsibilities 
Duties may include, but are not limited to the following: 
• Coordinates the intake of inquiries and referrals received by the HMG Call Line for children 

0-5. Inquiries may be related to child development, social-emotional development, 
behavioral needs, social determinants of health, and/or adverse childhood experiences 
(ACEs).  
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• Coordinates the intake of all developmental screenings completed by parents/caregivers 
and received by the Ages and Stages Questionnaire (ASQ) Online.  

• Provides screening questionnaire(s) to parents/caregivers.  
• Tabulates developmental screening results to determine child/family referral needs. 
• Communicates with families by phone to discuss areas of strength and needs as indicated 

by screening, parent concerns, and/or referring provider concerns.   
• Consults as needed with referring providers regarding concerns.  
• Reviews child/family’s needs and eligibility for programs/services, identifies appropriate 

referrals, and coordinates referral of child/family to community resources, entitlement 
systems, and/or other agencies for family support and further assessment.  

• Assists families in understanding and supporting their child’s development and educating 
them to navigate and advocate for their child(ren).  

• Conducts timely follow-up with families and providers to provide information and assure 
connection with services.  

• Provides timely feedback to referral sources on referral status and outcomes.  
• Cultivates and maintains strong interagency relationships with community 

agencies/resources in order to ensure coordinated linkages to needed services.  
• Enters, maintains, and reviews data on HMG Call Line and ASQ Online activities. 
• Participates in outreach and training for providers and agencies in the use of HMG 

consultation and referral services. 
• Participates in outreach and training for providers and agencies in the use of screening tools 

such as the ASQ-3 and ASQ:SE-2. 
• Participates in relevant First 5 and community partner meetings as assigned. 
 
Qualifications 
Associate’s degree or equivalent in early childhood, child development, psychology, counseling, 
social work, social science, education, health, or related discipline with 3 or more years of 
experience in early childhood program implementation, preferably with a focus on infants, 
toddlers, and family support. 
 
Bilingual English/Spanish required. Knowledge of local early childhood programs and children’s 
issues is a plus. 
 
Knowledge, Skills, and Abilities 
• General knowledge of child development (typical and atypical), developmental disabilities, 

and infant and early childhood mental health.  
• Principles of assessment and early intervention of children birth to 5.  
• Principles and practices of family-centered practice and interdisciplinary approaches to 

working with parents/families.  
• Demonstrates understanding of and commitment to issues of equity, diversity, and cultural 

competence in early childhood. 
• Computer proficient with strong data entry skills; experience using common business 

software (MS Office) and the internet for research.  
• Using the telephone as the primary mode of communication, work effectively with and 

outreach to ethnically and culturally diverse families.  
• Promote basic principles of health promotion and preventative health care with an 

understanding and acceptance of differences in attitudes toward health care and services.  
• Gain confidence of and obtain personal and confidential data from clients, work with and 

safeguard confidential information.  
• Work collaboratively and effectively as part of a multidisciplinary team.  
• Establish and maintain professional and effective working relationships with those contacted 

in the course of work.  
• Communicate and present information effectively, orally and in writing.  
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• Organize and plan work independently and manage multiple priorities. 
• Exercise judgment within generally defined practices and procedures to select appropriate 

strategies and make effective decisions with use of good judgment in recognizing scope of 
authority. 

• Think proactively, anticipate problems, analyze situations, consider alternatives and develop 
effective solutions.  

• Maintain accurate electronic and paper records and files, demonstrate strong attention to 
detail.  

• Meet attendance requirements of the position, be punctual and timely in meeting all 
requirements for work performance.  

• Demonstrate ability to adapt, with minimal or no advance notice, to changes in agency 
operations and work assignments or procedures.  

 
Work Environment 
• Some travel within the County to carry out the responsibilities of the position. Some travel 

within the State to attend various meetings and seminars. 
• Requires working some evenings and weekends. 
• Work is sometimes physical, requiring setting up for meetings, lifting or carrying 

cumbersome materials of up to 25 pounds, e.g., easels, flip charts, refreshments, brochures, 
etc. 

• Possession of a valid California Driver’s License and appropriate insurance. 
• Due to the pandemic, F5VC currently permits staff to work remotely, and provides necessary 

equipment to support staff in maintaining social distance. Staff and community meetings are 
held via Zoom. If staff chooses to work on-site, they are expected to wear a mask and follow 
F5VC’s health and safety procedures, in accordance with health protocols suggested by the 
Public Health Officer.  

 


