Sandy’s sandbox child care & learning Center, inc.

JOB DESCRIPTION SUMMARY

JOB TITLE:  Assistant Director


SUPERVISOR’S TITLE:  Owner

Status:  Exempt

Primary Purpose:

The assistant director reports to the center director.  The assistant director aides in the general running of the center operations ranging from staffing, curriculum implementation, upholding all State and Sandy’s Sandbox regulations, policies, and procedures, and maintaining a safe and clean environment for children.  The assistant director is also responsible for maintaining enrollment levels.  The assistant director interacts with all staff, parents, children and vendors.

Major function / responsibilities:

The assistant director is responsible for:

· Curriculum review

· Purchase of weekly curriculum supply needs

· Curriculum implementation

· Completion of weekly inventories (food, supplies, art, etc.)

· Purchase / Place orders weekly

· Create summer camp curriculums

· AM and PM bus run

· Fire drill log monthly

· Medicine & forms

· Immunization forms

· Infant information sheet (bi-monthly)

· Employee attendance records

· Tour folders

· Center tours

· Tour follow-up (postcards)

· Room coverage at lunch and other times when necessary

· Daily checking of rooms and activities

· Newsletter input:  curriculum notes, reminders

· Answering telephone professionally

· Maintain dress code, good personal hygiene, integrity

· Attend on-going training

· Be an example for the rest of the staff

· Additional duties as needed

Decision making authority:

The assistant director must adhere to the policies and procedures of Sandy’s Sandbox Child Care and Learning Center, Inc.  He / she (assisted by owner / director) is responsible for the overall smooth running the centers operations, the safety and cleanliness of the building, playground and room environments, and maintaining a competent and well-trained staff.  The assistant director is responsible for adjusting his / her routine throughout the day to meet the demands of the center.  The assistant director must be able to receive and give instructions and be able to work with all staff in the center.  The assistant director must be able to address all issues with the children, parents, or teachers in a loving, honest, but firm way.  The assistant director must notify the owner of any limitations he / she may have in order to perform the essential functions of the job.  The assistant director is encouraged to ask questions whenever unsure of a policy.

Physical Demands:

Demonstrate full range of motion.  Be able to lift up to 40 lbs.  Maintain mental and physical alertness and an appropriate level of energy to perform essential job requirements.

Education / experience / skills / requirements:

A desire to work with children through positive interaction is required.  Prior experience in childcare as a teacher is required.  Prior experience in management is preferred.  CPR and First Aid certified required.  Clean police background check required before the first day of work.  Outstanding driving record required.  Good time management, oral and written communication required.  Dependable, flexible, and a team player required.
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