POSITION ANNOUNCEMENT

POSITION:  

CENTER ASSISTANT

    LICENSED: No

DEPARTMENT: 
 Bay Mills Child Development Center   GRADE: 5 
REPORTS TO: 
Site Supervisor

POSITION SUMMARY:  
Serve as support staff to maintain age appropriate child development services to children and families promoting a safe, healthy environment for young children.

ESSENTIAL FUNCTIONS:  
1. Ensure Head Start and Early Head Start policies, procedures, and objectives are met.

2. Maintain professionalism during work hours and during all HS/EHS events and activities.

3. Maintain child accountability forms and daily attendance for children that remain for extended care services, as well as Head Start services.

4. Assist the Teachers in performing and meeting the daily needs of assigned children during HS/EHS hours.

5. Act as substitute Teacher during Teacher absence, follow posted lesson plans, and meet the daily needs of the child(ren) such as feeding, diapering etc.

6. Responsible for feeding, diapering/toileting, and continuing the daily reports during the extended care portion of the day.

7. Prepare extended care children to depart at regularly scheduled time.

8. Assist Site Supervisor in encouraging parents to participate by attending the program activities, parent education events, and monthly parents meetings.

9. Attend all training and education sessions as required.

10. Assist Site Supervisor in gathering documentation and signatures to meet program requirements.

11. Must make referral(s) as necessary to the appropriate agencies regarding health, safety, neglect, and/or abuse.

12. Must maintain confidentiality of all children/families information and records.

13. Must be patient and administer appropriate behavior with children.

14. Must be respectful and courteous of all employees, children, and guest of the Child Development Center.
15. Must punch in and out at the beginning and end of each shift using electronic time keeping system located by employee exits.

16. Responsible for arriving to work station on time, wearing proper uniform.

17. Must adhere to all departmental and Head Start policies and procedures, as well as Bay Mills Personnel Policies and Procedures. 
18. Other duties may be assigned within the scope and complexity of this position’s essential functions.

19. Must attend all mandatory trainings designated by the Human Resources Department and/or Department Director.

PHYSICAL REQUIREMENTS: 

While performing the duties of this job, the employee must bend, squat, crouch, and kneel continuously and is frequently required to crawl.  The employee is occasionally required to reach above shoulder level and push\pull and lift up to 50 pounds.  The employee is required to sit, stand, and walk regularly throughout the shift.  Employee is also subject to outdoor weather conditions.

POSITION REQUIREMENTS:  
1. High School Diploma or equivalent required.

2. Pre-School CDA required.  Associate’s Degree in Early Childhood Education preferred.

3. Minimum of six months classroom experience preferred. 

4. Must successfully pass a criminal history background check including DHS Clearance.

5. Must have or obtain First Aid and CPR certification.  

6. Must have excellent interpersonal skills and a friendly personality.

7. Must have demonstrated the ability to get along with fellow employees and work well with current staff.

8. Must have an excellent past work history and attendance record.

9. Must present a well-groomed, professional appearance and speak, understand and write in the English language.

10. To perform this position successfully, an individual must be able to satisfactorily perform each function listed under the essential functions and physical demands categories of this position description.

PREFERENCE:
Preference will be given to those of Native American descent.

CLOSING DATE:  
February 7, 2012 (4:30pm)

APPLY TO:

Submit Resume and 3 reference letters to:




Heather Lyons or Shannon Belk; Recruiter




Bay Mills Human Resources Department





12124 W. Lakeshore Drive




Brimley, MI  49715




hrleapley@baymills.org



Subject:  Center Assistant 

