WESTMORELAND COMMUNITY ACTION

POSITION DESCRIPTION

TITLE:



TEACHER
COMPONENT/DEPARTMENT:
HEAD START KISKI
CLASSIFICATION:


NON-EXEMPT, FULL-TIME SEASONAL
REPORTS TO:


STAFF DEVELOPMENT SPECIALIST
DATE WRITTEN:


7-12-2006
(REVISED 4-9-09)
SALARY RANGE:


$875.91 biweekly

POSITION SUMMARY

Provide the supervision and support needed to assure the planning and implementation of developmentally appropriate activities in a Head Start Pre-school Classroom utilizing the PA Early Learning Standards, Children’s Interests and the Programs Child Assessment tool.

SCOPE AND IMPACT

1. Responsible for assisting center staff keep focus of the Program's vision, philosophy, goals and objectives–

2. Responsible for the direct organization and implementation of the Head Start Program in assigned Classroom.

3. Responsible for supporting, monitoring, supervising and training of the assigned Center Staff and volunteers.

RESPONSIBILITIES

.
1. Plan, in conjunction with parents, classroom staff and the Staff Development Specialist, implementation of program objectives in all areas of the Head Start Program.

2. Support, supervise, and evaluate one Support Staff, Transportation or Center Aide and Cook Manager. Performance evaluations will be completed annually.

3. Ensure the overall teaching and supervision of developmentally appropriate activities by ensuring that all classroom activities are aligned with the PA Early Learning Standards and support Head Start Performance Standards. 

4. Establish and maintain a safe and healthy learning environment in the center. Work with other staff to keep the center clean and organized and see that materials are regularly rotated.

5. Promote physical and intellectual competence in children.

6. Build positive self-concept and individual strength in children and adults in a group in a learning environment.

7. Organize and sustain the positive functioning of children and adults in a group in a learning environment.

8. Plan and organizes field trips in cooperation with local center committee and Lead Teacher.

9. Carry out supplementary responsibilities related to the children's program.  Conduct weekly staff meetings with classroom staff members.  Participate in staff decisions and work with the other staff members in a team effort to help each child in their individual development.

10. Maintain or delegate maintenance of all records and reports needed for center activities.

11. Continue to gain knowledge of latest methods of early childhood development. 

12. Attend orientation, in-services and any other meetings scheduled by the Central office.

13. Maintain an up-to-date Professional Development Record

14. Provide support to families by assisting families in all the Head Start Components areas and carry a caseload as assigned by the Program Management staff.

15. Any and all other duties as assigned by the Staff Development Specialist.

16. Submit plans for classroom and activities to the Staff Development Specialist and Education Coordinator for input.  

17. Facilitate Parent Meetings, transportation, field trip planning or other areas as requested.

18. Maintain compliance with HIPAA regulations, in regard to accessing Protected Health Information, according to the Table of Access contained in the HIPAA Policy and Procedure Manual. 

19.  Employee’s access of information is on a “need to know” basis.

20. Maintain contact with building owner to address scheduling of building use or resolve building issues or concerns.

21. Make every effort to develop a positive relationship with the School District in their area to enhance transition to kindergarten activities for families and children.

22. Work to ensure that all center/classroom staff work together as a team to provide quality services to children by offering staff time and support to other classroom units or as assigned by the Staff Development Specialists

EDUCATION, EXPERIENCE AND/OR SKILLS

1. Bachelors Degree in Early Childhood Education or related Bachelor Degree with 36 Early Childhood Credits required. Current Head Start employees may have an Associates Degree in Early Childhood and must be willing to enroll in a Bachelors Degree Program.

2. Two years experience working with children and families and one year in planning, organizing or supervision preferred.

3. Excellent organizational and interpersonal skills.

4. Ability to communicate effectively both orally and in writing.

5. Act 33, Act 34 and FBI Clearances.

6. Valid PA driver’s license and insurance as mandated by the agency.

REQUIREMENTS NECESSARY TO SAFELY PERFORM THE ESSENTIAL FUNCTIONS OF THE POSITION OF HEAD START TEACHER
Physical requirements - Push/pull, lift/move up to 50 pounds.

Manual dexterity - Perform moderately difficult manipulation - typing, filing, and writing.

Coordination - Perform tasks, which require foot and/or hand/eye coordination - driving a car, typing data entry.

Mobility - Walk, stand, sit for prolonged periods of time, drive.

Speech - Articulate with extreme accuracy - employee/client relations, phone contact.

Vision - Read small print, drive a car.

Hearing - Receive verbal instructions, answer phones, intercom, communicate with employees.

Concentration - Able to concentrate on fine detail with some interruption.

Attention span - Able to attend to task function for more that 60 minutes.

Conceptualization - Able to understand and relate to theories behind several related concepts.

Memory - Able to remember multiple verbal and written task-assignments given at beginning of a period extending over long period of time.

Environment Conditions - Indoor/outdoor work.

I UNDERSTAND AND AGREE TO THE TERMS AND REQUIREMENTS OF THE JOB DUTIES FOR THE POSITION OF TEACHER.
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SIGNATURE







DATE

