    THE ARC OF HIGH POINT

POSITION DESCRIPTION/JOB REQUIREMENTS

Position Title:  Teacher/ Caregiver                

Department:  Day Care      

Reports to:  
Director of Day Care Services  
Classification:  Non-exempt



OBJECTIVE/PURPOSE

Supports director in meeting center responsibilities of overall management and supervision of the center.  The Teacher needs to teach, monitor and supervise any age group of children utilizing prescribed educationally focused curriculum.  Must have ability to adapt to needs of the children and the community.  Maintain and foster positive and constructive interaction with children and parents.  The Teacher will lead the team and model exemplary behavior. Participates in special events.   

ESSENTIAL FUNCTIONS

· Assist with purchasing of food and supplies, food preparation, van chauffeuring, answering the phone, responding to parent questions, and opening and closing the center.  

· Planning and executing educational program of age-appropriate                        activities for children in care and identifying each child’s                        individual capabilities 

· Creating a learning environment

· Assuring the welfare, health, and safety of the children in the groups

· Organizing and maintaining classroom activity areas, materials, and supplies, and keeping the director advised of equipment and materials that need to           be repaired and replaced

· Maintaining constant supervision of children 

· Training and making most constructive use of teacher aide

· Establishing and maintaining effective communication with parents 

· Building good communications with other staff to create a professional       atmosphere 

· Attending pre-service and in-service training as required 

· Understanding N.C. Child Care Requirements 

· Keeping the director informed of any classroom problems



OTHER FUNCTIONS

· Report to director any special needs or problems of individual children

· Report to director any cases of suspected child abuse or neglect

· Attend regular staff planning and evaluation meetings

· Assist other staff with the supervision of the children on any field trips

· Assist the child (children) to and from buses

· Assist children on playground

· Help children meet any immediate personal needs such as:  

· Toileting, diaper changing 

· Changing clothing if it becomes soiled or dirty

· Help keep children’s hands and face clean

· Cooperate with other staff at center to create a professional          environment 

· Participates in special events.  



OTHER INFORMATION 

Working Condition: 

· Approximately 90% of time will be spent working in the day care with students

· Approximately 10% of time will be spent maintaining records, preparing for activities and preparing snacks and serving meals

Physical aspects:  

· Must be able to lift/move assist (short distances only) student while changing or lifting to and from wheel chairs, lifting 50-75 lbs.  Ask for assistance if over 50lbs.  

· Must have good driving record and must drive vans on fieldtrips

Other:

· Commitment to maintaining the confidentially of protected health information (PHI) in accordance with Federal (Health Insurance Portability and Accountability Act of 1996) and State Regulations (G.S. 122C-52 through 122C-56)
· Ability to perform in a stressful environment with patience and tact is required

· Willingness to act as a team member within the agency and to carry out The Arc of High Point’s mission.

· Ability to operate under the philosophies of self-determination.



JOB REQUIREMENTS

Education/work experience:

· Two years of early childhood education or one or more years experience with licensed childcare provider plus high school diploma / G.E.D.

· Any licenses, certificates or specialized on going training that are required by state law or regulatory agencies.  For instance: CCA, CPR, law enforcement clearance (required).

Experience/Skills:

· Work independently with minimal supervision

· Flexible/ adaptable to constant change

· Strong tact and diplomacy: interacts with and works cooperatively with children, parents, and center staff

· Ability to plan work and implement developmentally appropriate curriculum

· Ability to communicate effectively orally and in writing

Other:

· No criminal record.
· Exposure to moderate hazards

· Childhood illnesses

· Noise


PERSONAL QUALITIES

· Reliable, dependable; able to work required days/hours consistently.
WORK SCHEDULE:

· Full time hours:  9:30pm to 5:30 pm

· Summer time fulltime hours:  assigned by Director



I have read the job description, have reviewed and received a copy of the personnel policies, and understand what is expected of me as an employee of The Arc of High Point, I furthermore understand that I am employed on an at will basis.  

______________________________________

________________________

Signature of Employee




Date

______________________________________

________________________

Signature of Supervisor




Date
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