
 

     INTEROFFICE  

    JOB POSTING: 

Job Purpose: Under the direction of the Early Childhood Manager, the Lead Teacher is responsible for 
providing an environment that is safe, nurturing and developmentally appropriate for children from 3—4 years of 
age, both on an individual and group basis, within company, state, and federal regulations, policies, and 
procedures.   

Duties consist of but are not limited to: 

Provide the ECS Manager with weekly lesson plans for their classroom every Wednesday for the following week’s 

lesson. 

Post and implement a weekly age appropriate lesson plan, that uses the Creative Curriculum and STEM concepts 

within it.  Lesson plans should emphasis social/emotional skills, cognitive skills, artistic skills, fine and gross 

motor development and language development. 

Direct the day-to-day operations of the classroom, including the direction of teachers, students and volunteers. 

Prior to the start of the classroom day, ensure that art supplies, games, bulletin boards, and other learning materials 

for children’s usage is available and ready for the scheduled activity. 

Initiate and maintain communication with parents/guardians/therapists, and social workers to share information 

about child’s progress and needs.  This would include implementing methods of establishing a positive liaison with 

the above, to include conferencing, written and verbal communications. 

Become trained in and use the Creative Curriculum Gold in assessing children.  Maintain a portfolio on each child 

in their classroom, and schedule and meet with parents in the fall and spring to discuss their progress using the 

mentioned assessment tools. 

Observe children for possible signs of illness, abuse, and/or developmental delays, document these observations 

and report all concerns to the ECS Manager. 

Prepare and maintain records and documentation of children including health information, behavior, attendance, 

etc. as required by state licensing regulations and Neighborhood House policies. 

Maintain the cleanliness and orderliness of their classroom, including proper storage of food, medications, and 

supplies, as well as routine repair and maintenance of equipment. 

Supervise and ensure personal hygiene of children and monitor children during toileting activities. 

Distribute, document, and monitor the administration of medications to children. 

Maintains discipline and enforces the rules and regulations pertaining to the center in an appropriate, positive, and 

consistent manner. 

Monitor meal and snack time and eat at the table with the children.  Appropriately document the number of 

children participating in meal and snack daily. 

 

QUALIFICATION REQUIREMENTS:  
Minimum Requirements: Must be at least 21 years of age; hold a Level Two on the Registry Ladder, or 
Associate Degree in early childhood or related discipline, apprenticeship, or 12 credits of Early Childhood 
college course work.  Complete Shaken Baby training prior to the first day of work.  If working with children 
under two years of age must have completed required infant/toddler course work, and SIDS training prior to the 
first day of work.  Complete Infant/Child CPR/AED and WMELS training within the first six months of 
employment.  Have a minimum of two years experience as a lead teacher.  If Registry certificate is not current, 
must provide manager with current Registry certification within three months of employment. 

Preferred requirements: Hold a minimum of Level Five on the Registry Ladder; Bachelor degree in Early 

Childhood or related discipline.  Complete SIDS and Shaken Baby prior to the first day of employment.  

Complete Infant/Child CPR/AED and WMELS training within six months of employment. Have relevant 

experience of no less than three years.  If Registry certificate is not current, must provide manager with current Registry 

certification within three months of employment.   

Deadline: Wednesday, October 3, 2012 
To Apply: Submit a internal application to Phan Sanford or Shawn Adams 

Lead Teacher 


