Economic Opportunities Council of Indian River County, Inc.

Job Description

Job Title: 
Head Start Extended Day Teacher I
Department: 
Head Start

Reports To: 
Early Childhood Education Specialist
FLSA Status:           Non-Exempt (Hourly; Part-Time)


Drafted: 
April 2018
SUMMARY
     Under the direction of the Early Childhood Education Specialist, the Extended Day Teacher I works closely with Teachers to implement individual pupil plans for children, which help them to develop socially, intellectually, physically, and emotionally in a manner appropriate to their stage of development. The Extended Day Teacher works collaboratively with parents and Head Start staff. 
EDUCATION AND EXPERIENCE
High School Diploma Required; Child Development Associate (CDA) certification, preferred.
Childcare experience required; one to two years of early education childcare, preferred.
CERTIFICATES, LICENSE, REGISTRATIONS 
Maintains Level II Background Clearance and Adult and Pediatric CPR-First Aid Certification. 

Completion of 45 Hours Mandatory DCF Childcare training within one year of employment. 
Maintains Valid Driver’s License and regular access to reliable transportation; Maintenance of required Florida motor vehicle insurance with the minimum coverages set by the Agency.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Implements learning experiences that promote all developmental areas, including improving the readiness of children for school by developing their literacy and phonemic, print, numeric awareness, and language-including English as a second language, if applicable.
Plans outdoor activities and supervises children to ensure “fair play” and safety rules are followed; Uses the playground as an extension of the classroom; assures that the playground is safe. 

Guides children's acquisition of social skills, and those required by the Head Start Performance Standards.
Attends staff training and meetings, as required.
Works with the Teachers to use and develop skills and abilities in planning and carrying out classroom activities.
Maintains a safe and healthy classroom environment. Assures that classroom equipment, furniture, materials, and supplies are properly maintained and stored; Resets classroom for the next day.
Reports actual or suspected child abuse to the Department of Children and Families (DCF) in accordance with DCF’s mandated reporter reporting requirements.

Cooperates with other staff and classroom groups to maintain the smooth functioning of the center; communicates positively and effectively with supervisors, clients, and third parties.
Develops and implements lesson plans including individual objectives.
Follows daily schedule of activities as approved by the Early Childhood Education Specialist.
Actively participates and completes annual professional development plan. 

Submits required paperwork as directed by the Early Childhood Education Specialist prior to deadline; ensures all required paperwork is complete, free of errors, and confidentially maintained.  
Completes incident reports, noting all relevant facts; obtains parent signature on form, then submits to the Health and Nutrition Specialist for Review. Ensures reviewed reports are included in child’s file.
Makes record of and collects Extended Day fees; provides receipt of payment.

Assists in other departments, including meal preparation and serving as a bus monitor; relieves staff for breaks, as required. 

Provides active supervision both inside and outside of classrooms; ensures all health and safety practices, which keep children safe, are followed at all times.

Performs other related duties as assigned. 

SUPERVISORY RESPONSIBILITIES
None
ADDITIONAL REQUIREMENTS
Must be well organized and work cooperatively and effectively with all staff.  
Must be available for relocation to any site served by the Agency located within the County of hire.

Language Skills: Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups. Ability to communicate positively and effectively with supervisors, clients, staff, and third parties.
Mathematical Skills: Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.

Reasoning Ability: Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to effectively understand and solve problems involving multiple variables.

Technology Proficiency: Ability to use office technology effectively, including use of word processing programs, such as Microsoft WORD. Proficiency in sending and receiving electronic communications, conducting web searches, and maintaining records via electronic file management software.

WORK ENVIRONMENT AND PHYSICAL DEMANDS

This position requires a mixture of deskwork and standing or sitting for extended periods. 
Traveling, and conducting visits in the community. 

Tasks may involve squatting, kneeling, bending, reaching, pushing, pulling, and extending. Additionally, certain tasks involve possible exposure to blood, bodily fluid or tissue, and communicable disease (generally when observing or assisting in the classroom). 

Tasks may involve lifting objects weighing up to twenty (20) pounds, handling tools or utensils, using shared restrooms, offices, office equipment, and telephones. 

Risk involved with travel of streets and highways during business travel, including evening meetings and home visits.  

This job requires possible exposure to inclement weather, including rain, flooding, lightening, hail, wind, and sun exposure.

The physical demands described herein are representative of those required by an employee to successfully perform the essential functions of this job. Reasonable accommodation provided to enable individuals with disabilities to perform the essential job duties and functions listed in accordance with state and federal law.
	Acknowledgement and Statement of Understanding


I have received a copy of this job description. I have reviewed the job description and I understand all my job duties and responsibilities. I can perform the essential functions as outlined. 

I understand that my job may change on a temporary or regular basis according to the needs of my location or department without it being specifically included in the job description. If I have any questions about job duties not specified on this description that I am asked to perform, I should discuss them with my immediate supervisor or the Human Resources Manager

I further understand that future performance evaluations and merit increases to my pay are based on my ability to perform the duties and responsibilities outlined in this job description. I have discussed any questions I may have had about this job description prior to signing this form.
_______________________________________________             ___________________
Employee Signature                           


                       Date

_______________________________________________
Employee Printed Name
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