[image: image1.jpg]D
ot

CENTER

FOR YOUNG
CHILDREN &
FAMILIES




Wild Plum Center
For Young Children and Families

Job Description
Position:  Teacher Assistant
FLSA Status: Non-Exempt
Salary Range:  $9.61 – $10.84 per hour
Hours Worked:  Monday – Friday, occasional evenings and weekends 26-40 hours per week, 41-52 weeks per year 

Approved On:  9/1/07
POSITION SUMMARY AND DEFINITION
Assist the Teacher in providing a developmentally appropriate early childhood education program that will foster expressive language, cognitive, social emotional and physical skills.  The Teacher Assistant will support the teacher in implementing Creative Curriculum, Dual Language, assessments and measuring of the child’s progress.  This will include participation in home visits, observations, parent teacher conferences and parent committee meetings.  The Teacher Assistant will support the Teacher to ensure that all of the Head Start performance standards are met.
REPORTING RELATIONSHIPS

Supervision Received:  Direct supervision provided by the Teacher with accountability to the Education and Special Needs Director.
Supervision Exercised:  None
ESSENTIAL DUTIES
The following statements are illustrative of the essential functions of the job and do not include other nonessential or peripheral duties that may be required.  The Wild Plum Center retains the right to modify or change the duties or essential and additional functions of the job at any time.

· Assists the Teacher with duties as delegated by the Teacher

· Shares responsibility for the overall implementation of the education program

· Ensure that educational materials, equipment, and children’s planned experiences are safe, developmentally appropriate and implemented in accordance with curricula
· Work effectively with all children, including special needs children, providing for individual interests, successes and challenges
· Use a variety of appropriate positive behavior management techniques in order to maintain a positive learning environment and relaxed atmosphere
· Identify, analyze and plan for individualization by assessing each child using observation, formal and informal testing, and information from parent conferences and home visits 

· Organize and maintain accurate, timely, and complete records and reports 
· Maintain outdoors, classroom, and centers in a clean, attractive, and organized manner and in conjunction with health and safety standards
· Serve breakfast, lunch, and/or snack to meet Head Start Performance Standards, and USDA and sanitation regulations
· Assist in the recruitment and involvement of parents in all aspects of the program
· Participate in Parent Committee meetings to obtain parents input about curriculum and other program elements
· Increase parents’ knowledge about child development and the individual child via  a minimum of 2 home visits and 2 parent/teacher conferences;  notes; phone calls; and other communications 
· Support and be knowledgeable of the School Readiness Plan and Wild Plum Center’s goals and objectives
· Commit to own professional development by attending meetings offered outside of the program and staying current on Head Start and early childhood practices 
· Use the appropriate channels and staff to solve problems.

· Share all information with classroom staff, Directors, and specialist and other coworkers as appropriate and communicate openly and honestly to promote a quality program and positive morale.  Use discretion and confidentiality in matters pertaining to children, families, staff and the program
ADDITIONAL DUTIES

· Participate in the development of organizational goals and systems

· Manage time efficiently and maintain strong organization of required program elements
· Adhere to program policies and procedures
· Understand ethnic and economic backgrounds of families served
· Participate in meetings, workshops, and committees
· Participate as a member of the education team 
· Attend occasional evening meetings, as necessary
· Maintain confidentiality and standards of conduct according to policy
· Safeguard the assets of the organization
· Perform related duties as assigned
KNOWLEDGE, SKILLS AND ABILITIES

Education and Experience:  Minimum of a CDA required.  Must have a minimum of one year working directly with young children.  Must have proven ability to work well with either infants and toddlers or 3 and 4-year old children and their families, including children with special needs.  Director qualified preferred. 
Special Qualifications:  General knowledge of child social emotional development and family services required.  Excellent computer and organizational skills required.  Must have excellent interpersonal skills.  Proof of physical exam, TB test and required background checks must be completed.  Must be able to lift a minimum of 40 pounds.  Current First Aid and CPR certification required.  Bilingual skills in English and Spanish are preferred.  Must have a valid driver’s license, motor vehicle insurance, and use of a reliable vehicle.   Bilingual required. 
The Wild Plum Center is a tobacco and drug-free workplace that provides employment opportunities according to federal, state, and local laws.  Except where required or permitted by law, employment practices shall not be influenced or affected by virtue of an applicant’s or employee’s race, color, religion, sex, national origin, age, disability, veteran status or any other characteristic protected by law.
