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Brief job descriptions for all positions 
• CCS Director:  Oversees all CCS operations toward the fulfillment of the CCS contract and 

serves as liaison between corporate office and WFB.  
 

• Administrative Secretary: Responsible for answering and directing incoming telephone calls, 
greeting and directing visitors, assessing immediate customer needs and general clerical 
work. 

 
• Client Services Manager:  Responsible for the required functions of client services component 

of CCS.  Duties include supervision of client services and coordination with other CCS 
departments and partners. 

 
• Client Services Specialists:  Oversee all processes involving assigned CCS clients, such as 

determining eligibility, enrolling children with providers, entering client information into the 
TWIST system, and communicating information to parents. 

 
• Compliance Specialist: Responsible for all internal quality controls, monitoring for client 

services, provider services, and financial services.  As well as providing internal training.   
 

• Program Technician:  Assist in maintaining the flow of documents required for client eligibility, 
referral, recertification and discontinuation. 

 
• Child Development Specialists:  Responsible for working with providers who participate in the 

CCS program.  The duties include recruiting, enrolling, providing technical assistance, and 
training providers in various child care program aspects. Assist in local collaborative efforts as 
needed.  
 

• Financial Management Specialists:  Responsible for performing assigned functions connected 
with fiscal management processes, including billing, clerical, CCAA monitoring and routine 
financial duties. 

 


