
Lead Agency Administrator
Key Areas of Expertise Key Responsibilities Role Outcomes

Ensures timely, accurate 
completion and submission 
to Michigan Department of 

Education of:
• Formula grant application

• Financial reports
• Progress reports

Local Early
On agencies have 
financial resources 
available to support 

Early On

Michigan 
Department of 

Education has the 
information needed to 

effectively manage 
and make decisions 

about Early On

Provides supervision, 
guidance, feedback, and 

problem solving support to 
agency Early On® staff to 
ensure fulfillment of local 

memorandum of agreement

Agency participates 
in the local Early On
system as provided in 

the local 
memorandum of 

agreement

Essential Characteristics
• Vision, passion & commitment
• Initiative & self sufficiency
• Credibility
• Risk tolerance

Working With Others
• Building & maintaining relationships
• Supporting others
• Collaborating
• Building teams

Administration
• Planning & organizing
• Managing time
• Multi-tasking

Eligible 
children & families 

receive 
comprehensive, 

collaborative, 
family-centered, 
strength-based 

services

Early On®
System Goals

Maximum 
developmental 
outcomes for 

eligible children 
within the context 

of the familyThinking
• Analyzing information
• Maintaining perspective
• Thinking creatively
• Solving problems
• Exercising sound judgment

Keeps current on Early On
issues, regulation & 

procedure by participating in 
relevant professional 

associations 

Supports agency staff 
growth and development by:

• Providing staff with 
informal learning 

opportunities
• Encouraging and enabling 
staff to participate in Early 

On training/technical 
assistance activities

Continuous 
improvement of Early 
On services, support, 

processes & tools

Ensures timely, accurate 
entry of agency data into 

EETRK

Communicating
• Communicating orally & in writing
• Facilitating groups
• Listening 

Theoretical Foundations
• Family-centered, strength-based 

practices
• Early intervention theory & practices
• Child development
• Diversity

Technical Expertise
• Systems Expertise
• Part C regulation & practice
• Other policy and regulation
• Human Resource Management
• Budgeting fundamentals
• Formula grant process & reporting
• EETRK system basics

all

Communicates & 
coordinates with Lead 

Agency Executive to ensure 
effective communication of 
Early On activity & issues

Fully capable, 
highly motivated staff 
with the information, 
direction & resources 

they need to work 
effectively with & 

empower Early On 
families

Participates in the Early On 
System Review (EOSR) as 

appropriate

Change Agent
• Managing change
• Influencing & encouraging
• Acting assertively
• Personal impact & insight into others  

Leading People
• Motivating
• Reducing ambiguity
• Developing talent
• Managing conflict

all

May participate as a
member of the LICC; brings 

to the LICC issues & 
opportunities to improve the 

Early On system

Communicates & 
coordinates with other 

agencies participating in 
Early On; promotes their 
active commitment to the 

system

Oversees the development 
and management of the local 

service area budget

Provide staff with time to 
participate in collaborative 
activities with colleagues 

from other agencies

Participates in the Multi-
Purpose Collaborative Body 
to promote effective services 
to infants/young children in 

the community

Partner agencies 
assume ownership of  

& responsibility for 
active participation in 

Early On


