CHILD & FAMILY DEVELOPMENT PROGRAMS

Community Action Team, Inc.
Job Description

POSITION TITLE: Assistant Teacher DEPARTMENT: Children’s Program
POSITION REPORTS TO: Center Manager FTE: 75% - 100%
POSITION DURATION: as funds permit WRITTEN BY: CAT Administration

PERSONS SUPERVISED: O APPROVED BY: Policy Council
APPROVAL DATE: 04/19/17

APPROVED BY: SDA
APPROVAL DATE: 2/12/16

POSITION SUMMARY:

The Assistant Teacher will work cooperatively with staff, parents, and volunteers

to carry out the responsibilities of the center in order to meet the intellectual,

emotional, social, and physical needs of Head Start children and their families.

QUALIFICATIONS:

Minimum:

1. Must have a CDA (Child Development Associate); one year ECE
education or a one year ECE certificate from an accredited college.

Preferred:

1. AA degree in Early Childhood Education.

2. Must have one year experience working in an early childhood classroom.

3. Must have current pediatric and adult First Aid and C.P.R. cards.

4, Ability to communicate in a professional manner with children, families
and co-workers in both verbal and written format.

5. Must have dependable fransportation and/or valid driver’s license and
auto insurance.

6. Must be able to attend meetings and trainings that may require out-of-
town fravel and overnight stays.

/. Evidence of ability to work in a cooperative team manner, to follow
directions and program policies.

8. Must be on the Central Background Registry, pass a pre-employment drug
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screening and TB screen.

Must be willing and available to work flexible hours.

Ability to participate in regular kneeling, stooping, bending, sitting on
the floor and standing for long periods of time

Ability to occasionally lift up to 50 lbs.

Bilingual skills preferred.

Ability to work with low income and/or special needs families, including
families from a diverse population.

Must have intermediate working computer skills and knowledge.

DUTIES AND RESPONSIBILITIES:

1.

Assist the teacher in planning and implementing a developmentally
appropriate program which meets the intellectual, emotional, social, and
physical needs of each child and is based on the goals and curriculum of
our program.
a. Participate in weekly and monthly planning for classroom
activities.
b. Share the responsibility with the teacher of preparing,
implementing, and evaluating daily classroom activities.
C. Assist the teacher in carrying through the individual goals set for
each child in the classroom and on home Vvisits.

Assist the teacher in maintaining written records on individual children
and their families.

qQ. Assist in individual tracking & documentation for each child
according to program standards.
b. Assist in assessing each child’s developmental needs regularly.

C. Assist in writing in SOAP files.
Provide advocacy and support for families.

Promote the development of parent skills as the primary educators of their

children.

a. Work with teacher to plan assigned home visits and help to
educate parents in the areas of Education, Health/Nutrition/Dental,
and Social Services as outlined in program plans.

b. Assist Teacher in completing required home visits as needed.

Encourage parents to become "teacher" on home visits.

Encourage parents to volunteer in the classroom and attend

monthly parent meetings.

e. Encourage and be supportive of parents and volunteers working in
the classroom.

0

Assistant Teacher Page 2 of 4



10.

1.

12.

13.

14.

15.

f. Coordinate home activities and classroom activities with the
guidance of the teacher.

g. Role model appropriate practices for parents as classroom
volunteers.

Assist the teacher in guiding and supervising the children in a
consistent, positive manner.

a. Assist with constant supervision of every child.

b. Confer with the teacher on planned program activities.

Assist the teacher in developing and maintaining a safe and healthy
environment.

a. Share responsibility for the condition of the teachers work and
storage areas.

b. Share in the responsibility of maintaining orderliness and cleanliness
in the classroom.

C. Share responsibility for condition of classroom - set up, tear down

and sanitize as needed.

Assist the teacher with daily routines, such as toothbrushing, hand
washing, bathroom, eating, and transitions between activities.

Contribute to the operation of the center and program by attending and
participating in center, class and program staff meetings; and

sharing information gained through attendance at required trainings,
workshops, and professional reading.

Must maintain a working knowledge of program plans, policies, and
performance standards.

Assist in the evaluation and planning of program plans.
Help collect in-kind for the center.

Help with inventory.

Work as a team member with all staff.

Must maintain program and client confidentiality policies.

Perform other duties as assigned by supervisor.

| have read this job description. | understand my responsibilities and will fulfill
them to the best of my ability.

Number of Hours per Week: Rate of Pay:
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Staff Signature: Date:

Supervisor Signature: Date:

The organization reserves the right to revise or change job duties and
responsibilities as the need arises. This job description does not constitute a
written or implied contract of employment.

Approved by SDC:



