JOB DESCRIPTION

LEAD TEACHER/CAREGIVER

The Lead Teacher/Caregiver shall report directly to the Director or Assistant Director concerning
all classroom, curriculum, or material matters. Lead Teachers must have no less than a CDA
Certificate, a Technical Certificate, or an AA Diploma in Early Childhood Development, current
First Aid and CPR, and a satisfactory criminal record check. The salary offered shall be
comparable to an individual’s level of education and training.

The responsibilities for this position include, but may not be limited to the following:
1. Manage the classroom program.

2. Thoroughly and effectively follow the lesson plan provided in the curriculum. Lesson plans
shall be turned in by close of business on Thursdays every week.

3. Supervise and guide each child’s development.

4. Provide feedback to co-teacher with regards to classroom activities and each child’s
development.

5. Maintain positive communication with all parents and staff.

6. Work with the Director and parents to solve any potential problems in the classroom
concerning behavior issues and/or academic challenges.

7. Plan and conduct Teacher/Parent conference Meetings in October and March to discuss
children’s progress and development.

8. Maintain appropriate developmental checklist and records on each child.
9. Take daily attendance.

10. Provide daily head count to Administrative Assistant of all meals served.
11. Always follow the posted classroom schedule.

12. Always maintain a clean and hazard-free classroom.

13. Participates in center events.

14. Assist in the training of other staff members.

15. Additional duties as assigned.

16. Maintain a minimum of eighteen (18) clock hours of continuing education training annually.

As a Teacher/Caregiver, you are expected to always maintain a positive and professional
attitude and appearance. Teamwork is important and you are expected to be a cooperative
team member.



JOB DESCRIPTION

ASSISTANT TEACHER/ASSISTANT CAREGIVER

The Teacher Aide/Assistant Caregiver shall report directly to the Lead Teacher or Director
concerning all classroom, curriculum, or material matters. Assistant/Aide must have no less than
a CDA Certificate, a Technical Certificate, or an AA Diploma in Early Childhood Development;
a minimum of at least 6 months verifiable work experience with small children, current First Aid
and CPR, and a satisfactory criminal record check.

The responsibilities for this position include, but not limited to the following:
1. Assist with management of the classroom program.

2. Assist with supervising and guidance of each child.

3. Help implement daily lesson plan and activities as directed by Lead Teacher.
4. Positive communication with all parents and staff.

5. Help to maintain appropriate records of each child.

6. Assist with taking daily attendance.

7. Assist with the serving of meals.

8. Always follow the posted classroom schedule.

9. Participates in center events.

10. Assist with always maintaining a clean and hazard free classroom.

11. Additional duties as assigned.

12. Maintain a minimum of ten (10) clock hours of continuing education training annually.

As an Aide/Assistant Teacher/ Assistant Caregiver, you are expected to always maintain a
positive and professional attitude and appearance. Teamwork is important and you are
expected to be a cooperative team member. Should any problems or concerns arise, they
should be directed to the Director immediately.



JOB DESCRIPTION

AFTER SCHOOL ASSISTANT

The After School Assistant shall report directly to the Director or Assistant Director concerning
all classroom, curriculum, or material matters. An After School Assistant must have at least
twelve (12) months verifiable work experience with children or education equivalent, current
First Aid and CPR, and a satisfactory criminal record check.

The responsibilities for this position include, but may not be limited to the following:
1. Assist with management of the After School program.

2. Provide homework assistance and guidance to each child.

3. Maintain positive communication with all parents, students and staff.

4. Help to maintain appropriate records of each child.

5. Take daily attendance.

6. Serve evening snacks to the after-schoolers.

7. Follow posted classroom schedule.

8. Participates in center events.

9. Assist with always maintaining a clean and hazard free classroom.

10. Additional duties as assigned.

11. Maintain a minimum of ten (10) clock hours of continuing education training annually.

As an After-School Assistant/Caregiver, you are expected to always maintain a positive and
professional attitude and appearance. Teamwork is important and you are expected to be a
cooperative team member. Should any problems or concerns arise, they should be directed
to the Director immediately.



JOB DESCRIPTION

ADMINISTRATIVE ASSISTANT

The Administrative Assistant shall report directly to the Executive Director.

The responsibilities for this position include, but may not be limited to the following:
1. Provide administrative support to the Director as directed.

2. Serve as a Supervisory authority to staff in the absence of the Director.

3. Maintain files for all students and employees.

4. Maintain all general files and records.

5. Order supplies, curriculum and equipment as directed.

6. Answer incoming calls regarding students and new enrollment.

7. Process new student enrollment forms.

8. Assist with initial orientation of all new students and employees.

9. Process in-coming and out-going mail.

10. Process and manually record all weekly child care payments.

11. Make bank deposits as directed.

12. Coordinate all staff training.

13. Print and distribute monthly parent statements to appropriate classroom teachers for
distribution.

14. Process monthly CACFP documents (applicable to facilities on the Food Program).
15. Process bi-weekly payroll timesheets and send to Payroll processing company.

16. Always keep receptionist/front office areas neat.

17. Help to always maintain facility compliance.

This position demands strict confidentiality and loyalty. Children files, employee files, and
company’s personal operating affairs, are not to be shared or discussed with anyone other
than the Director. A violation of such will be considered insubordinate and shall result in
immediate termination.



JOB DESCRIPTION

NUTRITIONIST/COOK
6:00 a.m. until 2:00 p.m. daily

The Nutritionist/Cook reports directly to the Director. Any persons considered for this position,
must possess a valid Class C Driver’s Licensed and/or access to a vehicle, a satisfactory criminal
background check, and have a valid/current First Aid and CPR. Employee Evaluations will be
completed in October and March every year for performance.

The responsibilities for this position will include, but may not be limited to the following:
1. Prepare and serve all meals according to USDA guidelines.

2. Prepare breakfast, collect and clean breakfast dishes, prepare and serve lunch, collect and
clean lunch dishes, prepare and serve snacks and collect and clean snack items. Lunch and snack
items should be in the classroom five (5) minutes prior to the class’s scheduled time to eat.
Ensure that the correct number of snacks are available for the school-age classrooms daily.

3. Prepare monthly lunch menus. Menus should cover 5 full weeks. Menus should be followed,
and items should be in the kitchen and available based on the food order submitted to the
Director.

4. Complete food order forms by Tuesday of each week. Forms should be given to the Director
for ordering before leaving on Tuesday. Food order forms should cover Friday — Friday to
ensure that food is always in the building for the meals.

5. Every menu in the building should be adjusted anytime any menu changes occur, prior to the
meal being served.

6. Go to Sam’s or Costco’s on Thursday to pick up ordered items and stock the items
accordingly.

7. Maintain and stock all food products and ensure all items have been properly labeled. Such as
labeling items with the date once they have been opened or out of their original package.

8. Make additional food purchases (at Kroger, Sam’s, Costco’s, etc.) weekly, if needed.

9. Always keep the kitchen area and floor clean. Ensure that all dishes from breakfast and lunch
have been washed prior to leaving for the day.

10. Ensure that the kitchen has been properly cleaned and sanitized daily before leaving.
11. Ensure that the floor has been swept, mopped, and the trash taken out daily before leaving.
12. Ensure that the refrigerator and freezer are always clean, organized, and in working order.

13. Attend at least four (4) hours of nutrition and food preparation training classes annually.



JOB DESCRIPTION

14. Attend annual CACFP training once a year.

15. Additional responsibilities include washing kitchen linen (rags, potholders, aprons, etc.)
weekly or more as needed.

16. Kitchen shall be mopped, and cooking utensils and equipment sterilized daily. No utensils or
food containers should be left in the classroom. Make sure all kitchen items are returned to the

kitchen prior to leaving each day.



