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Orange City, Florida 32763




386-775-9100

Director

Job Description

Job Summary

It is the responsibility of the Director to provide leadership in the daily operations of the preschool.  The Director will ensure that the preschool provides a nurturing, safe and loving Christian environment.   
Job Qualifications

Experience:
One year of experience as a director or assistant director in a licensed preschool.

Training:    
Director’s Credential with a VPK Endorsement.  Associates Degree in Early Childhood Education preferred.

Other:

To have the physical ability to stand, stoop, bend and lift as is necessary for the benefit of the children.

Key Responsibilities

1. To supervise, observe and evaluate the programs in all classrooms on an ongoing basis.

2. To work cooperatively with the preschool Board and Church.

3. To recruit, hire and discharge staff and volunteers, with Board approval.

4. To supervise the maintenance of a safe and healthy environment in the preschool.

5. To actively seek opportunities to recruit students and promote the preschool in the community.

6. To sensitively and effectively communicate with parents, staff and the Board.

7. To recommend and implement policies, priorities, projects and programs that are appropriate.

8. To ensure that all DCF licensing requirements are met with staff and children.

9. To ensure that all VPK and ELCA licensing requirements are met.

10. To effectively and tactfully handle any concerns, complaints, injuries or other incidents and to document such events appropriately.

11. To attend Board meetings and prepare a Director’s Report for the meetings.

12. To coordinate and conduct monthly staff meetings.

13. To complete staff evaluations at least once per school year and to monitor and encourage staff training.

14. To accurately report and document all financial transactions and to maintain an efficient filing system for financial accounting.

15. To properly enroll students and assure that all required documentation and forms are complete and filed.

16. To maintain employee documents and files.

17. To ensure that the preschool has all necessary supplies and to purchase supplies as needed.

18. To assume teacher duties as necessary.

19. To work as a team member with the entire preschool staff and Board for the benefit of the children, the preschool team, and yourself.

20. To introduce Christian faith and values.


I have read, understand and agree with the job description as described above.

_________________________________ 


 ________________ 


Printed Name






 Date



_________________________________

Signature



Revision No. 1-29-11

Page 1 of 2

