Ad for Pre-School Director

Version 1

Colonial Heights (Inited Methodist Church is seeking a full-time [re-School Director with
excellent leadership, communication, and organizational skills, an excellent work ethic, the ability to
multi-task and a l(nowlec{ge of and exPerience with Ear19 Childhooc{ I~ ducation and Prac’cices.
Responsible forallfacets of Pre—school program. Bache]or’s degree in Earlg Childhooc{ [~ ducation
or related field, along with exPerience, requirecl. Requcst an aPPIication at chum,psZO‘i S@Qmail.com
orcall42%.2%39.60% 1 for additional information. APPIication deadline:02,/21,/18.

Version 2

Fulltime Pre-School Director with excellent administrative skills, early childhood knowledge base,
communication skills. Responsi})le forall facets of Pre~schoo] program. Requires Baclﬁelor’s clegree
and exPerience in Earl9 Childhood or related field. Contact chum’psZOi B@Q;mail.com or
42%.23%9.603 1 Forapp]ication‘ Deadline:02/21,/18



mailto:chumps2018@gmail.com
mailto:chumps2018@gmail.com

Colonial Hcights Unitcd Methodist Church
Job Dcscription

Position: Director of Frc-School Center
]:u“timc
5alaricd

The Director of CHUMC Fre~5chool Center is resPonsiHe for the overall

administration and oPerations of the Pre~school program. The Primar9 focus of this program
is the Provision of cleve]opmcnta||3~aPProPriatc educational activities and child-care for cach

child through a safe and nurturing, (Christ-centered environment.

Qualhcications and 5‘41"5
" ducational chuiremcnts
] Bache]or’s Degree in Ear]y Chi]c”*noocl E_clucation, Kiﬂclergarten, | ower
E]ementary [~ ducation or related field, or
o (hild Dcvclopmcn’c Associates (_redential with advanced training

Experience
e A minimum of three years of exPerience working in the child-care and/or education

field

General Kcsponsibilitics
Thc duties of the Director incluclcj but are not limited to the Fo”owingz

] ]s resPonsiHe forthe clay~to~clag oPerations and administration of the overall Fre~
School program.

° ]n’cerpretsj ina Posi’cive manner, the programs of the Fre~5c%oo| Centcr to the
parents, church, and communi’cy and serves as a contact between Cl‘nurch ministries
and Po]icies forthe parents and staff.

e [ nsures program compliance with all Fccleralj state (TN Dcp’c. of Fluman Scrvices>
and church requiremcnts, j.e. licensing standards and certification, Proccclura]

saFeguarcls, student: staff ratios, etc.



° Fromotcs Positivc communit3~widc Pcrccptions rcgarc}ing the program and implcmcn’cs

. « M >)} M
aPProPrlate marketmg strategxes‘

] Works in conjunction with the Fre~5choo] Boarcl(s) to Fu”g implemeﬂt the vision and

mission of the Pre-School (Center and to, on an on-going, basis, strives for

continuous improvcment and s’crengthcning of the Program/Policies/Procedures.

Specific Manazerial Duties

T:o“ows gooc} management Practiccs in maintaining wc||~organizcc} and accurate
records and files relative to children and staff as Prescribecl by the TN
Depar’cment of Fluman Services and any additional Pertincn’c licensing
organizations.

]mP]ements all Proceclures regarding financial accounting/transactions as
recommended within the oPerating standards of the Church‘

Managcs all facets of the budget and stays current/accurate on all
revenues/expenclitures.

F]ans For, Purchases, itemizes, manages, and distributes inventories of c]assroom,
kitchen, clcaningl and administrative supp]ics.

Maintains accurate, uP~to~date records relative to Payro”, staff schecluling,
vacation and sick leave.

(Collaborates with the Kitchen Supervisor rcgarc}ing meal P]arming and
Preparation for the Pre-School students that is consistent with kitchen Po]icies
and budget guidelines.

Works with aPProPriatc staff members to coordinate maintenance and custodial
services to ensure that all standards are met or exceeded.

Works with Church staff on matters of common interest, iﬂclucling the sharing of

facilities.

Jnstructional | eadership

e Recruits, leacls, and manages a high qualit9 staff.

o (_ommunicates cgcctivclg with staff regarc}ing staff training, imp]emcn’cation of

Policies and Proceclures, and Program/curricular CXPCCtatiOﬂS‘



° Fromotcs “best Prac’cicc” teac%ing ’chroug%out the staff sclcctionj supervision,

training, and evaluation processes.
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° Ana]yzes and clevelops curriculum a]igﬂecl with cleveloPmenta”y&appropriate
standards and exPectations as defined }33 the DePartment of Human Services and
other relevant agencies, such as NAEYC (Na’cional Association for the [~ ducation
of Young Children).

° Frovides on-going evaluation of current programs, curricu]um, instructional Practices
and modhcies/adjusts the curriculum as needed.

° Frovidcs or facilitates staff dcve]opmcnt training aligned with identified staff needs
and program o}:jectives.

e Maintains comple’ce and accurate records of staff training,

° Conducts annual Fchormancc Eva]ua’cions for all staff consistent with C}wurc}w and
]icensing requirements‘

e Maintains uP~to~date information regarding Per‘Formaﬂce standards and exPectations
relevant to student transitioning to Public school kindcrgar’cens, and ensures that
instructional staff members are also well-versed about this area.

e [ nsures the Provision of a Chrisbcentered educational exPerience }39 iﬂcorPorating
CH(/IMC resources and oPPor’cunities in the program.

] ]clenthcies a staff member as a clesignatecl substitute Director whenever the Director
is absent from the office and notifies all staff of this clesignatiorx

C ommunication 5‘(1’"5

o |mplements systematic communications with parents and others through the use of a
P Y P g

varic’cg of resources, inc]uc}ing the use of ’cec}mo]ogg

° ]mplcmcnts a Plan for on-going communication with parents, incluc}ingj but not limited
to, the Fo”owing: curriculum, changes in Personnel, any Planned c}‘nanges agecting the
children’s routine care, and maintains documentation of these efforts.

° ]ncorpora’ces a variet}j of strategies dcsigned to convey student
Per‘Formance/concerns/ issues as aPProPriate, i.e. dai]y student checuists, weeuy or

monthly newslette rs, etc.

° Sccks Parent/Church/FroSchool Board inPu’c on signhcicant ideas/concerns, etc.



° ]ncorpora’ces a sgstcmatic program of parent meetings t}wroug}wout the school year, ie.

quarter]y meetings or as needed.
o Attends and ParticiPates in meetings of the Pre-School Board.
e Meets sgstcma’cica”y and communicates Frequently with the minister of the (Church.



Acknowlcclgcmcnt

] hereby verhcy that l have received a verbal or written clescriPtion of thejob for which ] am
being cmplogec}, and | have been given the oPPortuni’cy to ask questions about the essential
functions of the Position. | further vcrhcg that ] am able to Pchorm the essential function of
thejob described, with or without reasonable accommodations, and certhcy that ] have
requestcd any reasonable accommodations that may be required at this time. | further ccr’chcg
that | acknow]edge my responsibility to request accommodations should thcy become
necessary in the Future, whether through chaﬂge in my circumstances or through a chaﬂge in
the requiremcnts oFany Position or task to which | am assigned. Fina“g, | agree to follow all
of the Ac}minis’cra’cive F’o]icics and Froccéures of the Church as created and maintained bg
the Church Leaclership Council/Fre~5chool Board

Signature Date

Friﬂtecl Name



Colonial Hcights Unitcd Mcthodist Church
f’rc-School Em Plogmcnt Application

Applicant |nformation
Position APPIHing for Date:

]:u" Namc:
Frcscnt Add ress:

Street Citg State Z_IP (Code

TclcPhonc ( ) ~ Alt.TelcPhonc ( ) ~
e~-Mail Address

Kclatccl [ xperience (| ist present or most recent cmplogment first.)

Namc of Addrcss of Datcs of Titlc of Namc of Kcason for
Schoo] or Emp]oymcnt Emp]oymcnt Fosition Frincipa]/SuPcrvisor Lcaving
Business From To and his/her contact

Mo,/ Yr—Mo,/Yr.

information

S -/
S-S
S-S
S-S
If currentlg cmplogec], may we contact your emploger at this time? Yes No

Educational Bac‘cground (A resumé not cxcceding two pages may be submitted with this aPplication.)

Location Dates Attended chrcc or Areas of Emphasis
(citH/ state) (to—{:rom) Ccrl:i{:icatc Or
Awarded Major
High School
Co"cgc/(,[niv.
Co"cgc/u niv.

Other (sPcci{:g)




Please list any relevant 5Pccial interests, skills or talents you have that would be

hclpmcul ina Prcschool environment:

References
References should include persons who have first-hand know!edge of your Proxcessional competence and
Pcrsona[ qua!hcications. Expcricnccc{ teachers should include Principals from any recent cmploymcnt

References must be non-relatives. A minimum of three references is needed.

Name of Reference Fosition/Namc of Address Telephonc or c~Mail
School or Pusiness Address

Honors/Recognitions

Please list any honors or recognitions received relevant to the Positfon.

What do you consider your greatest strcngths?

Are there areas you would like to strcngthcn orin which you would like to

receive additional training’f’

Whg do you think you should be selected for this Position?




] certi% that all of the statements made }39 me are true, comP]ete and correct to the best of my
know]ec{ge and belief, and are made in gooci faith. | understand that any misrepresentation of
information shall be sufficient cause for: 1/rejec’cing my candidacg, Z/Withdrawing of any offer of

emPloyment, or 3/terminating my employment‘

Signature Date

]t is the {Po[icg of the Co[onia[ }’leig}’lts umtec! Methodist C}’mrc}’l Fre~5c}’loo[ to Providc equal cmp[ogmcnt oppor‘tunities to all aPPIicants

and employees without regard to any legally protected status such as race, co]or, religion, gender, national origin, age, disability or veteran
Poy g Y legally p glon, g gin, ag Y

status.
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General Backgrouncl Information

You must give comple’ce answers to all qucs’ciona |f you answer “Yes” to any qucs’cionj you
must list all OgCﬂSCS, and for each conviction, Provide the date of conviction and clisPosition,
regarc“ess of the date orlocation of occurrence. Conviction of a criminal offense is not a bar
to cmplogmcnt in all cases. [T ach case is considered on its merits. Your answers will be

verified with aPProPriate Po]ice records.

Criminal Offense includes felonies, misdemeanors, summary offenses and convictions resulting from a P!ea of

“nolo contendere” (no contcst).
(Conviction is an acﬁudication of guilt and includes determinations before a court, a district Ju&ge or a
magistrate, which results in a fine, sentence, or Probation.

You may omit: minor traffic violations and/or any offenses committed before your | Bt'L' birthdag.

]"']avc you ever been convicted of a criminal offense? ch No

Are you currcnt]y under chargcs for a criminal offense? Yes No

Have you ever forfeited bond or collateral in connection

with a criminal offense? ch No

Within the last ten years, have you ever been fired from any

job for any reason? Yes No
Within the last ten years, have you quit ajob after bcing
notified that you would be fired? Yes No




Havc you ever been Profcssiona“y disciplined in any state?

Gcttcr of rcPrimand, revocation or suspcnsion omqiccnsc, etc.) Yes No

If you answered “Yes” to any of the above questions, Please Provicle a detailed explanation on a
scparate sheet of paper, incluc{ing dates, and attach it to this aPP]ication‘ Flease Print and sign your
name on that sheet and include gourSocial Securitg number.



