Position Description

Job Title:  
Teacher’s Assistant

Department:  
Child Development Services

Status: 
Non-Exempt/Hourly


                       Salary Grade:

Position Summary:

Under the supervision of the Program Director and guidance of the Lead Teacher, the Teacher Assistant aides in implementing activity plans, record keeping, care and supervision of children in the classroom, and communicating with parents and administrative staff.

Major Responsibilities:
1. Assists lead teacher and teacher in ensuring that children’s physical, emotional, and educational needs are met through close visual supervision and observation of the group, frequent one-on-one interactions with individual children, and communication with parents, care-givers and other staff.
2. Assists lead teacher and teacher in ensuring that necessary classroom records and documentation are kept current, organized, on file, and posted.

3. Assists lead teacher and teacher in ensuring that licensing, safety, and sanitation standards are maintained in the classroom.

4. Conducts self and work practices to reflect agency’s mission, vision, and philosophy in all daily operations of the classroom.

5. Assists lead teacher and teacher in ensuring that classroom materials and supplies remain adequate and available for children.

6. Seeks opportunities to further education and attends all relevant training necessary to meet annual in-service requirements.

Other Responsibilities:

1. Ensures the provision of quality services to clients through participation in the agency's Continuous Quality Improvement (CQI) process.

2. Displays competence & responsiveness to cultural differences present in both customer & employee population.

3. Accepts additional duties and responsibilities and attends training and professional meetings as assigned and requested by the Assistant Director of Children’s Services.

Reporting Relationship:

Position reports to:
Child Development Director
Qualifications: 

Knowledge: Associates Degree in Early Childhood or related field preferred.  Minimum of high school diploma or GED and successful completion of or enrollment in Early Childhood Credential course.

Experience: 6 months experience working in an early childhood classroom setting in a licensed facility. 

Skills/physical/working conditions: Must possess a valid North Carolina driver’s license and be insurable by Eliada’s insurance carriers.  The position requires excellent verbal and writing skills for communicating effectively and professionally with co-workers, parents, and other visitors.
Disclaimer Clause:

Job descriptions are not intended, and should not be construed to be exhaustive lists of all responsibilities, skills, efforts, or working conditions associated with this job.  They are meant to be accurate reflections of the principle job elements essential for making fair pay decisions.  This position description is not intended as a contract.  Employment is confirmed by a Letter of Employment.  North Carolina is an at-will employment state and Eliada is an at-will employer.
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