POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Extended Day Pre-K Lead
	 Department:
 Community Ed and Recreation

	[bookmark: _GoBack]Immediate Supervisor’s Position Title:
Cardinal Place Coordinator, Early Childhood Programs Manager
	FLSA Status: 
Non-Exempt

	Job Summary:
Under the direction of the Cardinal Place Coordinator and Early Childhood Manager, a Extended Day Pre-K Lead is responsible for the planning and implementing daily activities, education, and tracking progress of children.




SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	
· Supports students in educational needs.
a) Plan and implement activities utilizing established program curriculum. 
b) Lead and implement activities.
c) Provide safe, enriching, challenging, engaging, and fun activities for children.
d) Support children’s emotional and social development, offers comfort and encouragement in distress.
e) Observe and track progress of children. 

· Organize and supervise student activities and individual needs.
a) Be aware of kid’s special needs, allergies, schedules, and whereabouts.
b) Observe and monitor children’s play activities and behaviors.
c) Monitor daily interactions between students in your care.
d) Organize, sort, put away, fill toys, supplies, snacks, and equipment as needed.
e) Participate in the cleaning/sanitizing and organizing of used areas.

· Establishes and maintains effective communication with students, families and other educational support personnel.  
a) Greet kids and families when coming and going.
b) Address the children, staff, and parents/guardians in a positive, respectful, and constructive manner.
c) Communicate with parents/family members and staff in a personal, courteous, and regular way.
d) Inform parents/guardians of both positive and negative behaviors.
e) Report and evidence or suspicion of child abuse or neglect as required by Minnesota state statutes.
f) Maintain regular contact with Coordinator, Manager and Early Childhood teachers. 

· Look for guidance when needed, collaborate with other staff, and constantly seek to strengthen your kids for the benefit of the program.

· Performs other duties of a comparable level or type, as required.
a) Attends training sessions, conferences, seminars, district and departmental meetings.
b) Keeps abreast of changing developments, trends, instructional and educational technologies.





      






SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)


	

	
less than high school diploma
	

	
X
	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Experience working with children in a child care setting preferred. 

	

	
1 year college
	

	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
· Knowledge of district policies, guidelines, rules or philosophy pertaining to discipline and appropriate student behavior and consequences.
· Basic understanding of school computer systems and basic understanding of computer operations.
· Basic office procedures, equipment and operations.
· Considerable knowledge of the principles and practices of a paraprofessional.
· Some knowledge of cultural and racial relations.
· Ability to handle a variety of assignments or problems independently.
· Ability to apply a variety of procedures, policies, and/or precedents.
· Ability to apply fairly standard procedures.
· Ability to read and interpret basic workplace data.


	

	
2nd year graduate level     
	

	

	
Doctorate level
	



	
Required Work Experience in Addition to Formal Education/Training:


	

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  
None



	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Ability to make decisions and act within the district and building policies, procedures and guidelines.
· Ability to work independently.
· Ability to organize and prioritize tasks.
· Ability to handle multiple tasks at once while dealing with frequent interruptions.
· Ability to organize, plan and implement child care programs and activities.
· Interpersonal skills with children and adults; conflict resolution.
· Verbal and written communication skills.
· Multitasking and attention to detail
· Supervising student behavior in accordance with rules and guidelines.
· Basic mathematics and Reading.
· General typing or keyboarding skills.
· Basic computer skills









	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:
Work is performed in a typical school and library setting where the employee is exposed to minimal environmental or physical hazards or risks associated with performing the requirements of the job.  Employee may be subject to disagreeable human interactions and disagreements due do to the enforcement of media center rules and procedures.



	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	

	
x
	


	
Walk
	

	

	
x
	


	
Sit
	

	
x
	

	


	
Use hands dexterously (use fingers to handle, feel)
	

	

	
x
	


	
Reach with hands and arms
	

	
x
	

	


	
Climb or balance
	

	
x
	

	


	
Stoop/kneel/crouch or crawl
	

	

	
x
	


	
Talk or hear
	

	

	

	
x

	
Taste or smell
	

	
x
	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	

	

	
x

	
up to 25 pounds
	

	

	
x
	


	
up to 50 pounds
	
	x
	

	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:

Light Work: 
Exerting up to 25 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to lift, carry, push and pull or otherwise move objects in the performance of the job.
[bookmark: _gjdgxs]





SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

Description Created September 2018



  Date Board Adopted:__________________
	



This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.

