Job Description for
Facility Director/ Child Care Coordinator
January, 2017
[bookmark: _GoBack]
Reports to:	Director/ Assistant Director Fox Valley Career Center

Essential functions:
To provide educational leadership to early childhood high school students, assistant teachers, and children in the childcare program; Oversee day-to-day operations of Small World Learning Center in accordance with the mandates of the Illinois Department of Children and Family Services (DCFS), the licensing agency.
Minimum Requirements and Qualifications:
The director shall meet the qualifications described in the state of Illinois Standards for Day Care Centers as issued by DCFS in addition to meeting the qualifications described by the Illinois State Board of Education to be a high school classroom teacher. 
· Bachelor’s degree and Illinois State certificate in Secondary Education/Early Childhood Education or an equivalent CTE certification
· Meeting the requirements of Section 407.100 per DCFS as well as:
· 18 semester hours of courses directly related to child care and/or child development from birth or age six
Instructional Responsibilities:
1. Instructing and training student employees in SWLC practices and procedures
2. Modeling instruction of preschoolers for high school students and assistant teachers
3. Support and assist teachers in the development of curriculum and instructional materials and resources
4. Fill in as needed in pre-school and infant rooms
Non-Instructional Responsibilities:
1. Assist in hiring of staff and student employees
2. Supervise, train, mentor and schedule Small World Learning Center employees
3. Select, order, and oversee maintenance of classroom supplies and equipment
4. Uphold DCFS licensing standards and SWLC policies and procedures
5. Maintain DCFS and Kaneland required paperwork/ records including:
a. Medical records
b. Academic records
c. DCFS records
d. Timesheets
e. Handbooks
6. Assist the Fox Valley Career Center director/assistant director in determining when the facility must be closed due to health or staffing concerns 
7. Oversee daily maintenance of SWLC
8. Assist FVCC director in early childhood assistant teacher evaluations
9. Coordinate regular communication with SWLC families
10. Plan SWLC family events in cooperation with assistant teachers
11. Oversee SWLC enrollment/ waiting list process
12. Coordinate childcare meals and snacks with food service director
13. Completion of regular, required DCFS mandated training through the Illinois Gateways Registry
14. Other duties as assigned
