St. James Family Center

Child Care Lead Teacher

Job Description

Purpose:  To provide a warm, nurturing, safe and loving environment where self-concepts are enhanced, independence encouraged and individuality respected.

Key Responsibilities:

· Rendering staff support (working as a team) to all programs and staff when necessary.
· Prepare lesson plans and classroom environment.

· Provide assistance with individual lessons.

· Write observations as required and complete developmental screenings and assessments.
· Complete parent/teacher conferences three times per year for each child.
· Supervising children on the playground, in the classroom, and on field trips.

· Communicate information about children to Child Care Coordinator regarding health, safety, problems, concerns, etc.

· Obtaining materials and supplies necessary for instructional activities.

· Serving and cleaning up for snacks, lunches, parties, and other activities.

· Maintaining assigned general housekeeping chores.

· Maintaining continuing education as requested by Child Care Coordinator and/or Executive Director.

· Executing naptime, meal activities, and parent bulletin board requirements.

· Attend scheduled Lead Teacher meetings.

· Submit lesson plans on time as directed by Child Care Coordinator.

· Assist children to be self-reliant and to relate to others. Assist by guiding children or modeling appropriately in the areas of communications and personal hygiene.

· Attend mandatory monthly Staff Meetings.

· Responsible for insuring child/staff ratio.

· Must be aware of State of Washington Licensing requirements.

· Responsible for attendance reports, USDA meal counts, fire drill reports.

· Submit monthly newsletter information by the 15th of every month to the Administrative Assistant.

· Observe, record and report significant individual and group behavior.

· Use appropriate and positive discipline and to train staff so that discipline is consistent.
· Maintain open communication with parents/families.
· Other duties as assigned.

Behavior Standards:

· Perform all work in accordance with the policies of the Family Center.

· Treat all parents, children and staff in a courteous and friendly manner.

· Keep any discussion of children’s behavior confidential and sharing only with the teacher in charge.

· Bring any concerns or problems to the attention of the Child Care Coordinator.

· Make the emotional and social needs of the children the highest priority at all times.

Essential Functions:  In addition to the job description all staff members must be able to perform essential functions in order to maintain employment with the Family Center.
· Able to observe, see, hear, and respond to children’s needs, emergencies and conflicts that might occur in a classroom, in the playground, and in the bathroom and common areas.

· Able to lift 30 pounds from the floor to a waist high table 10-15 times daily.

· Able to crouch to a child’s height, maintain eye contact at the child’s level, sit on the floor, and stand tall enough to reach children on the highest piece of equipment.

· Able to determine cognitive, social, and physical needs of children and communicate in writing and verbally in the English language at a level that 90 to 95% of parents and other staff are able to understand and respond to.

· Able to handle the stress, tension and exasperation that contact with many children and parents can bring every day.

Reporting Relationships:

· Reports directly to the Child Care Coordinator.

Qualifications:

· High school diploma.

· 30 Hours STARS Basics of Child Care plus 10 hours STARS CE yearly.
· CPS Mandatory Reporting training.
· Valid CPR/First Aid Card.

· Evidence of sufficient security and judgment to handle crisis situations and to use supervision constructively.

· Valid Washington State Driver’s License and car insurance.

· Food Handlers Card.

· Blood borne pathogens class, HIV/AIDs training.
· Pass a criminal background check including fingerprints.
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