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Greensburg YMCA Job Description

Job Title:  Head Teacher




Job Code: 
Reports to:
  Child Care Director



Revision Date: June 2013
 _______________________________________________________________________

Position Summary:
Under the direction of the Child Care Director, the Head Teacher will be responsible for the development and implementation of the daily activities and routines for a single classroom based on the Early Childhood Environmental Rating Scale and PA Early Learning Standards.
Essential Functions:
1. Plans, codes, and implements developmentally appropriate and culturally relevant classroom activities based on the PA Early Learning Standards.  This includes developing monthly calendars, and weekly lesson plans.

2. Meets the emotional, social, physical and cognitive needs of each child.

3. Completes bi-annual assessment of child’s development and reports progress through parent-teacher conferences in September and March.

4. Completes age appropriate evaluations monthly.

5. Completes at least one anecdotal record per child weekly.

6. Coordinates the responsibilities of assistant teacher and child care aides.

7. Assists the director with designated activities, administrative and/or supervisory duties.

8. Supervises a small group of children as assigned and maintains the general safety and health of the children according to established standards.

9. Must know the childcare handbook.

10. Maintains safety and cleanliness standards.

11. Arrange a classroom environment according to Keystone Stars standards.

12. Maintains confidentiality.

13. Report any suspicion of abuse to the Director.

14. Attends monthly staff meetings.

15. Attends appropriate staff trainings as required for Keystone STARS standards, Department of Public Welfare regulations and Greensburg YMCA standards.

16. Understands and maintains Keystone STAR and DPW regulations within classroom.

17. Maintains and updates a Professional Development record according to Keystone STARS standards.

18. Maintain the following daily paperwork; health checks, attendance, observations, report sheets, and CACFP meal sheet. 

19. Follows YMCA policies and procedures, including those related to medical and disciplinary situations, child abuse prevention and emergency plans.

20. Maintains positive relationships with parents and other staff.

21. Interact and communicate with parents/guardians in a positive manner on a daily basis.

22. Provides positive guidance to promote appropriate behaviors.

23. Maintains a calm and comfortable classroom environment.

24. Other duties as assigned.  

YMCA Competencies (Team Leader)


Mission and Community Oriented: Models and teaches YMCA values. Champions inclusion activities, strategies and initiatives. Ensures high-level services that differentiate the YMCA from other providers. Provides volunteers with orientation, training, development and recognition.

People Oriented: Empathetically listens and communicates for understanding when negotiating and dealing with conflict. Builds relationships to create small communities. Effectively tailors communications to the appropriate audience. Provides staff with feedback, coaching, guidance and support.

Results Oriented:  Holds staff accountable for high-quality results using a formal process to measure progress. Conducts prototypes to support the launching of programs and activities. Provides others with frameworks for making decisions. Develops plans and manages best practices through engagement of team. Cultivates relationships to support fundraising. Effectively creates and manages budgets. 

Personal Development Oriented: Utilizes non-threatening methods to address sensitive issues and inappropriate behavior or performance. Shares new insights. Facilitates change; models adaptability and an awareness of the impact of change.

Qualifications:

1. Bachelor’s Degree from an accredited college or university with 30 Early Childhood Education credits and one year (1250 clock hours) experience working with children.




OR

Associate’s Degree from an accredited college or university with 60/65credits including 30 Early Childhood Education credits and three years experience working with children.

2. Must complete all required YMCA training certifications.

3. At least eighteen years of age. Criminal clearances (Act 33). Child Abuse clearances (Act 34), FBI Clearances, Non-communicable diseases physical exam every two years. TB test by the Mantoux method once upon hire.

4. Onsite drug test.

Physical Demands: The employee is occasionally required to reach with hands and arms and use legs to lift/move up to 50 lbs. occasionally. 
This position description is not a contract.  The Greensburg YMCA reserves the right to change this position description as necessary.  I have read and understand the position description, expected work schedule, and rate of compensation, and I accept this position.

EMPLOYEE SIGNATURE:  _____________________________________ DATE:  __________

SUPERVISOR SIGNATURE:  ___________________________________ DATE:  __________

HUMAN RESOURCES SIGNATURE:  ____________________________ DATE:  __________

