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CHILD WELFARE STAFF DEVELOPMENT COORDINATOR IV 
 
   POSITION CODE:  07204 
              Effective:  7-16-71 
 
 
DISTINGUISHING FEATURES OF WORK: 
 

Subject to administrative approval, serves with major responsibility for 
planning, coordinating, evaluating, and reviewing the statewide staff 
development program designed to improve the skills and abilities of personnel 
working with children and adults in the Division of Child Welfare, Department 
of Children and Family Services. 

 
ILLUSTRATIVE EXAMPLES OF WORK: 
 
 1. Plans, coordinates, evaluates, and reviews a statewide program 

concerned with staff development that is relevant to the goals and 
objectives of the Division of Child Welfare. 

 
 2. Participates in initiating and making recommendations for staff 

development policy, regulations, and procedures. 
 
 3. Selects and prepares written materials for use of staff development 

personnel, assuming responsibility for establishing, selecting, and 
distributing professional literature to staff within the division. 

 
 4. Coordinates, guides, and counsels regional staff development personnel 

in the technical and professional aspects of their duties. 
 
 5. Prepares and submits annual reports to the federal government based 

upon budgetary information submitted by the regions concerning training 
activities and the expenditures of funds; evaluates the utilization of funds 
to determine if they are being used efficiently. 

 
 6. Plans, prepares, and may coordinate staff conferences, seminars, etc., on 

a statewide level. 
 
 7. Keep abreast of new developments and leaders in social work on a 

nationwide scope, including information from state colleges and 
universities. 
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 8. Performs other duties as required or assigned which are reasonably 

within the scope of the duties enumerated above. 
 
DESIRABLE REQUIREMENTS: 
 
 Education and Experience 

 Requires knowledge, skill and mental development equivalent to 
completion of a master's degree with courses in the behavioral sciences or 
education. 
 Requires two years responsible administrative experience in a public or 
private social welfare agency. 

 
 Knowledges, Skills and Abilities 

 Requires thorough knowledge of the theory and practice of social work. 
 Requires thorough knowledge of current social and economic problems of 
community and individual health, educational and recreational needs, and 
community and state resources. 
 Requires thorough knowledge of a total social service program and its 
objectives. 
 Requires thorough knowledge of available literature in the social work 
field. 
 Requires thorough knowledge of the administration of a training program. 
 Requires working knowledge of the methods and principles of other 
professional disciplines. 
 Requires ability to give effective consultation related to professional social 
work and staff development. 
 Requires ability to evaluate effectiveness of programs and to plan 
adaptations to meet changing needs and conditions. 
 Requires ability to direct, review, analyze, revise, and compose agency 
instructional, procedural and interpretive material. 
 Requires ability to develop and maintain effective relationships with staff, 
other disciplines, community agencies and the public. 
 Requires ability to provide consultation in complex areas of 
administration, program, and staff utilization. 

 


