
Think Small is an Equal Opportunity and Affirmative Action Employer  
10 Yorkton Court, St Paul, MN 55117    

Job Opening 
Professional Development 

Advisor 

Posted: 12/5/18 Available Immediately Full Time 
 
Think Small, Minnesota’s leader in early learning, is dedicated to advancing early childhood care and 
education. Professional Development Advisors (PDAs) support educators and child care programs during their 
career with multiple areas of professional development training guidance. PDAs provide information about 
training needed for licensing, career planning, and quality improvement through pathways to credentials (such 
as the CDA), transfer pathways, higher education and Parent Aware training requirements. PDAs develop 
community partnerships and relationships that enhance professional development opportunities.  
 

• Provide advising to programs currently participating in or considering participation in Building Quality, Parent 
Aware and Quality Improvement Support 

• Using MN Knowledge and Competency Framework, analyze learning records and recommend training that 
supports a career pathway and meets the Parent Aware requirements  

• Facilitate a career planning discussion with educators to help them create a professional development plan with 
actionable steps 

• Advise on the Child Development Associate (CDA) Credential™ process, higher education degree programs and 
the Achieve-Minnesota Center for Professional Development virtual career guide 

• Using resources from Child Care Aware of MN, recruit candidates for Learning Communities 
• Provide information on financial assistance options for continuing education 
• Provide information on English classes for ELL and those seeking options for completing a high school diploma or 

GED 
• Provide advising assistance via phone, email and face-to-face 
• Participate in District and State networking opportunities 

 
Requirements 

• Bachelor’s Degree in EC Education, Child Development, School-age Care, OR 
• Bachelor’s Degree with 30 college credits earned in courses related to an appropriate Child Development 

• Advising skills or past experience in career advising 
• Knowledge of child development, early learning standards, community resources and busi  ness protocols 
• Ability to establish and maintain reflective and trusting relationships across all levels 
• Ability to plan, organize and prioritize work and set goals 
• Strong interpersonal and communication skills 
• Self-starter, motivated, flexible and professional  
• Working knowledge of basic MS Office programs (Outlook, Word, Excel) 
• Valid driver’s license, reliable personal vehicle and proof of insurance is required for metro area travel 
• Occasional evenings, potential for infrequent Saturday hours 

 
Salary and Benefits 

 
Think Small offers a minimum wage of $20.43/hr for this position and a unique benefit package with 18 benefits 
including a 401k with employer match and generous time off.  Our 100+ employee agency offers flexible 
schedules and a family-friendly, professional work environment. This position will work out of our award-
winning building located at 10 Yorkton Court in Little Canada near Highways 35E and 694 
 

How to Apply 
Submit cover letter, resume and salary expectations to jobs@thinksmall.org with job title on the subject line 
 

Essential Job Functions 


