School District of Santa Rosa County

Job Description

Childcare Supervisor
	Reports to:  Community School Director
	FLSA Status: Exempt 

	Department:  Community School
	Prepared by:  Human Resources

	Date:  June 10, 2014
	Job Code:  20081


Principal Duties and Responsibilities (Essential Functions):
· Devises and establishes special programs to meet the needs of such groups as the physically handicapped, preschoolers, etc.
· Screen applicants for Caregiver positions and recommends appointments

· Supervises the collection of tuition fees

· Prepares and submits all program reports and evaluations

· Assists in formulating policy which is applicable to the respective programs

· Keeps abreast of professional developments in community education, before/after school childcare, staff training and development

· Prepares and recommends the site budget; oversees the acquisition of supplies

· Initiates cooperative agreements with various organizations to maximize program effectiveness

· Provides training and education to Caregivers or other appropriate personnel

· Coordinates various intergenerational and volunteer programs

· Implements the school’s and district’s philosophy of education and instructional goals and objectives

· Maintains accurate, complete and correct records as required by applicable laws, policies, procedures and regulations

· Assists in upholding and enforcing administrative procedures, regulations and applicable policies 

· Attends and participates in faculty meetings

· Cooperates with other staff members in planning and implementing instructional goals, objectives, methods and programs

· Establishes and maintains cooperative relations with students, faculty, staff and parents

· Responds to student, faculty and parental inquiries

· Confers with students and parents when required or reasonable requested to do so

· Assumes the responsibility to maintain a valid Florida teaching certificate

· Performs other job-related duties assigned by the Community School Director

· Provides own method of transportation to various locations when required

Supervision Received:

Community School Director
Supervision Exercised:

Lead Caregivers and Caregivers
Minimum Qualifications & Skills Required: 

1. Bachelor’s Degree or higher from an accredited institution
2. Currently hold or eligible for a Florida teaching certificate in area specified in advertisement

3. Public school experience and a working knowledge of Community Education is preferred

Preferred:

Physical Demands:

Exerting up to 20 lbs. of force occasionally and/or up to 10 lbs. of force as needed to move objects.  While performing the responsibilities of the job, the employee is required to talk and hear.  The employee is often required to sit and use their hands and fingers, to handle or feel.  The employee is required to stand, walk, reach with arms and hands, climb or balance, and to stoop, kneel, crouch or crawl.  Vision abilities required by this job include close vision.  Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

Terms of Employment:
Ten Months
Conclusion:

This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this job.  However, this job description is not intended to be an exhaustive list of qualifications, skills, efforts, duties, and responsibilities or working conditions associated with the position.
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