
NOTICE OF VACANCY 
 
TITLE:    Director of Early Childhood 
DEPARTMENT:   Department of Thriving Children 
POSITION STATUS: Full time, non-union position with benefits; position is grant funded through June 2023 with 

funding available through June 2025 
REPORTS TO:  Mayor or designee  
SALARY:  Up to $130,000.00 DOQ 

 
THE DEPARTMENT OF THRIVING CHILDREN: 
The Salem Children’s Cabinet (CC)is the advisory committee that will support the work of the Department of Thriving 
Children (DOTC).  The CC will build from the work of the two-year initiative, Education, By All Means and the Salem Early 
Education (Pre-K) Task Force.  The co-chairs of the CC will be the Mayor of Salem and Superintendent of Salem Public 
Schools. 
 
The DOTC will work to maximize the community’s resources and point them toward a common purpose—ensuring all 
young children (birth to eight) in Salem enter school ready to thrive academically, physically, socially, and emotionally 
and continue to do so through third grade and beyond.  The department will be responsible for the development of a 
comprehensive early childhood strategy, with an emphasis on student-centered learning, braided health and human 
services, and expanded learning/enrichment opportunities. 
 
This work is focused on closing the achievement and opportunity gap by coordinating and better utilizing the 
considerable resources of the district, city, and community.  By braiding and blending these resources, we will create 
stronger, more equitable environments for young children and families. 

 
The current work of The Salem Early Education Partnership Program will move into the DOTC. 

 
POSITION OVERVIEW: 
Under the direction of the Mayor’s office, and with the support of the CC, the DEC is responsible for leading and 
stewarding the strategy necessary to build comprehensive early childhood systems in Salem. The position will drive early 
childhood initiatives, align early childhood services and information, and advocate for and advance the needs of all 
young children, their families, and the early childhood workforce. 
 
DUTIES AND RESPONSIBILITIES: 
Visioning and logistics: 

• Develop the mission and vision for the DOTC, in partnership with the CC. 
• Oversee and steward the development of a multi-year strategic plan for early childhood system building 
that outlines benchmarks within each of the key service areas, including a plan for financial sustainability. 
• Initiate and develop trusting relationships with the CC and community partners.  
• Manage the CC, including designing and implementing equity-centered processes, handling logistics, 
facilitating regularly scheduled meetings, maintaining meeting minutes, reporting meeting activities, and on the 
design of key deliverables to the co-chairs.  
• Develop meeting agendas, committees and work plans. 
• Develop and manage DOTC budget, in partnership with the CC and City’s Finance Department. 
• Manage contracts with programs and vendors, ensuring compliance with funding requirements and 
fiscal sponsor stipulations. 
• Supervise staff and external consultants, promoting a culture of high performance and continuous 
improvement. 
• Other duties as assigned. 
 

Program Leadership, Management & Supervision: 
• Support the design, systems development, and initial implementation of high-quality, inclusive universal 
preschool (UPK), delivered city-wide through a mixed-delivery model and supported by a single point of entry. 



• Identify and monitor project milestones across the early childhood ecosystem. 
• Convene constituent groups, synthesize data and information, managing timelines, and communicating 
progress and information out to stakeholders and the broader community. 
• Support the administrative functions of UPK including contributing to the development and monitoring 
of budgets, the RFP process, provider selection, contracts with sites, accountability and monitoring systems, and 
internal assessment and external evaluation efforts. 
• Collaborate with Salem Public Schools and community providers on activities related to early care and 
education, including initiatives and programs focused on children prenatal to three to help assure smooth and 
successful transition into formal preschool programs and public schools. 
• Collect, analyze, and synthesize data and generate status reports on behalf of the CC to shape UPK 
design and implementation plan and solutions. 
• Lead continuous quality improvement initiatives for early childhood programs, including cohort 
recruitment, agreements with community providers, and oversight of evaluation activities. 
• Coordinate shared professional development opportunities for community-based providers and school 
district employees. 
 

Stakeholder Engagement and Cross-Sector Collaboration: 
• Collaborate and work closely with other departments within city hall on activities related to early 
childhood systems including economic development and two-generation approaches, early childhood workforce 
development, housing policy, transportation, neighborhood improvement efforts, health and early childhood 
mental health, family engagement, out-of-school care and activities, and other city-wide programming that 
contribute to children’s positive outcomes. 
• Establish cross sector partnerships to align services and information, establish a single point of entry, 
improve quality and advance the needs of young children and their families. 
• Develop in consultation with Salem High School Career and Technical Education (CTE) and higher 
education partners a comprehensive early childhood workforce development strategy to meet the needs of the 
community. 
• Develop and manage an external stakeholder engagement plan, including the development and 
implementation of surveys, focus groups, and other convenings. 
• Pursue new, innovative mission-driven program opportunities, develop program ideas, launch, and 
oversee the implementation of partnerships that expand early childhood services. 
• Form and collaborate with ad hoc working groups that address specific programming areas. 
• Develop strategic partnerships with peer organizations, early childhood leaders and relevant local and 
state agencies to promote and/or enhance Salem’s program models, outcomes, and sustainability. 
 

Thought Partnership & Communication: 
• Be a primary point of contact to external stakeholders for centralized information and status updates on 
Salem’s initiatives and implementation efforts. 
• Develop communication tools that support the cohesion, coordination, and alignment of early childhood 
programming as well as contribute to best practices. 
• Draft presentations, reports, briefings, and updates to key internal and external stakeholder groups, 
such as district and city leadership, school committee, city council, partners and other community leaders. 
• Represent Salem and participate in various professional meetings, learning communities or committees 
to align early childhood efforts with state and national movement.  Disseminate appropriate research and best 
practice.  
• Collaborate with the CC on grant application, monitoring and reporting.  

 
REQUIRED QUALIFICATIONS: 

• Bachelor’s degree required, advanced degree in early childhood education or related field preferred. 
• Minimum of 5 years of professional experience in an early childhood, education, or non-profit 
leadership position, with responsibilities for managing complex projects, programs, or systems. 



• Demonstrated expertise in early childhood education, familiarity with early childhood service delivery 
models in family-care, center-based, and school-based settings; experience with community-based providers 
highly desirable. 
• Demonstrated skill and experience in successfully managing multi-faceted complex projects and 
navigating public systems, such as large urban districts, city government, or state departments. 
• Deep knowledge of early childhood best practices that lead to positive student outcomes and success in 
life including research, policy, and practice of developmentally appropriate approaches and early childhood 
systems. 
• Experience developing budgets, forecasting needs, and managing resources. 
• Exhibit a personality that demonstrates enthusiasm and interpersonal skills to relate well with students, 
staff, administration, parents, and the community. 
• Experience working with diverse populations as well as in promoting diversity, equity, and inclusion. 
• Skilled and experienced in listening to and elevating diverse community perspectives, building 
relationships, and coordinating meetings with partners. 
• Demonstrate excellent organizational skills and the ability to motivate people. 
• Great attention to detail and proactive in executing job responsibilities. 
• Project management experience and superior organizational, analytical, and strategic thinking skills. 
• Ability to access, input and retrieve information from a computer. 
• Ability to answer phones and maintain multiple files. 
• Strong oral and written communication skills; demonstrated ability to articulate sophisticated ideas, 
thoughts, and concepts clearly and optimally among internal, external partners and key stakeholders. 
• Ability to speak and write Spanish preferred. 
• Multilingualism is a plus.  

 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 
The physical demands described here are representative of those that must be met by an employee to successfully 
perform the essential functions of this job.  The employee is frequently required to communicate verbally.  Specific 
vision abilities required by this job include close vision and depth perception.  Regular use of computer keyboards 
requiring eye-hand coordination and finger dexterity.  Ability to life a minimum of at least 10 pounds. Ability to travel 
throughout the City of Salem to various meetings as needed.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
The noise level in the work environment is usually moderate.  However, noise level may increase during outside site 
visits.  The employee may be required to perform site visits or research in the field.  The employee will have to drive to 
sites and other locations within the City with own means of transportation.  Attendance at evening meetings and 
occasional travel to meetings and other agencies. 
 
The City of Salem is committed to maintaining a work and learning environment free from discrimination on the basis of 
race, color, religion, national origin, pregnancy, gender identity, sexual orientation, marital/civil union status, ancestry, 
place of birth, age, citizenship status, veteran status, political affiliation, genetic information or disability, as defined and 
required by state and federal laws.  Additionally, we prohibit retaliation against individuals who oppose such 
discrimination and harassment or who participate in an equal opportunity investigation. 
 
Qualified individuals are encouraged to apply with resume and cover letter to jobs@salem.com.  Position open until a 
qualified candidate is selected. 
 
CITY OF SALEM 
Human Resources, 98 Washington Street, 3rd floor 
Salem, Massachusetts 01970 
________________________ 
Lisa B. Cammarata, Director of Human Resources 
 
DATE:  September 21, 2022 

mailto:jobs@salem.com

