
CLASSIFIED 

Work 

Location 

Roseland School District as 

Assigned 
Responsible 

To 
School Site Principal 

Work Year To be determined Hours To be determined 

Salary To be determined Benefits 
On a pro-rata basis for FTE of 

50% or more 

 

SUMMARY: 
In the absence of the site Principal: 

Shall be responsible for the operation of the center; for compliance with regulations; for 

communications with the licensing agency; shall have the authority to acknowledge receipt of 

deficiency notices and to correct deficiencies that constitute immediate threats to children’s 

health and safety.  Shall be aware of the center’s total enrollment. 

ESSENTIAL FUNCTIONS: 

 Understands the philosophy of the program and can clearly articulate its goals and 

objectives to others in a positive manner. 

 Knows objectives of program, plans and provides age appropriate activities in component 

areas of educational development:  pre-academic, physical social creative, health and 

nutrition education as well as parent involvement. Supervise the completion of all 

required student assessments. 

 Maintains a stable emotional climate and positive behavior management to ensure the 

well-being of children and staff members. 

 Becomes involved in the children’s work and play throughout the day by talking, 

interacting and working with the children. 

 Uses respect and sensitivity at all times when communicating with children, both verbal 

and nonverbal. 

 Develops and implements conflict management and problem solving strategies with 

children. 

 Accepts the child’s current method and level of communication while supporting growth 

and development of language. 

 Provides a continuous evaluation of children’s needs and spends time daily planning 

activities to meet these needs and regularly meets with appropriate staff to discuss the 

children and the program. 

 Conducts parent conferences concerning progress of children. 

 Regularly meets with appropriate staff to discuss the children, families, and the program. 

 Understands and implements all regulations related to maintaining a safe, healthy and 

comfortable environment. 

 Ensures accepted standards of cleanliness and sanitation of program facilities. 

 Ensure and utilizes appropriate food handling procedures. 

 Carries out authorized emergency and safety procedures, and understands and uses 

universal health procedures. 



 Follows procedures for Child Abuse reporting, and understands the responsibility for 

action, as mandated by law. 

 Develops a plan for professional development that reflects regulatory, personal and 

professional needs and interests. 

 Participates in on-site and off-site learning opportunities in accordance with a 

professional development plan. 

 Attends and participates in scheduled site, inservice, and parent education meetings. 

 Communicates positively and actively develops reciprocal relationships with parents and 

staff. 

 Provides orientation of parents, volunteers, and/or student teachers. 

 Assist staff with parent education, providing techniques to use for reinforcing school 

activities at home, and provide information about community resources to parents and 

staff. 

 Understands referral policies and procedures and makes referrals when necessary. 

 Maintains confidentiality regarding all personal information regarding the children, and 

families. 

 Maintains up to date eligibility and attendance records on children and/or families. 

 Orders supplies and instructional materials and maintains inventory. 

 Cooperates with community agencies in providing needed services for children and their 

families. 

 Organizes tasks, meets deadlines, accurately prepares and submits required records and 

reports, manages time to effectively meet the goals of the program. 

 Maintains confidential supervisory relationship with staff including evaluations. 

 Performs other related duties, as assigned. 

PERSONAL QUALIFICATIONS: 

 Demonstrates an appreciation of young children. 

 Exhibits a cheerful personality, self-confidence and patience. 

 Possesses imagination and creativity. 

 Adapts to change, is open, flexible and willing to learn. 

 Able to work constructively with people of all cultures. 

 Able to lift 50 pounds, move quickly, bend, squat, kneel, and sit on floor;  communicate 

clearly, hear clearly, see clearly; reach overhead. 

PROFESSIONAL QUALIFICATION: 

 Obtains, reads and understands the program philosophy, job descriptions and other 

related materials covering all positions at the center including his/her own. 

 Demonstrates advocacy in the community for the children and their program. 

 Accepts and values cultural, ethnic and linguistic diversity of participating families and 

staff. 

 Exhibits pride and enthusiasm in their profession and is committed to continuing 

professional growth. 

 Has completed pediatric CPR and First aid training through an accredited or approved 

program and holds a current pediatric CPR and first aid certificate. 



 Must demonstrate leadership and supervisory skills. 

 A Criminal Record Clearance is a condition of employment. 

TRAINING AND/OR CREDENTIALS: 

EDUCATION: 

 Must hold a valid California Child Development Permit. 

 24 Early Childhood Education (ECE)/Child Development (CD) units including core 

courses and 16 general education (GE) units; +6 specialization units; +2 units adult 

supervision. 

 Alternative Qualifications:  BA or higher with 12 units of ECE (Core courses) +3 units 

supervised field experience in ECE setting.  Teaching or Administrative credential with 

12 units of ECE (Core courses), +3 units supervised field experience in ECE setting. 

EXPERIENCE: 

 At least 3 years full-time preschool experience or equivalent. 

Board Approved:  2/17/99 

 


