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HENDERSON HILLS

BAPTIST CHURCH

Assistant Teacher

Assistant Teachers are to provide a warm, nurturing, & safe environment for the children and other teachers

Department: Christian Learning Center
Reports To: Reports directly to the CLC Director or the Assistant Directors in her absence.
Hours: 10-25 hours per week

Supervisory Responsibilities:
e Oversees the tasks and duties performed by a Substitute Teacher in the absence of the Lead Teacher

Responsibilities:
e Provide an educational environment for the children
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Implement daily lesson plans under the guidance of the Lead Teacher

Teach the children bible verses and lessons each week

Assist with preparation for activities in advance

Interact with the children and encourage involvement in learning activities

Meet the specific needs of both the individual and the group in the classroom in accordance
with the policies of the Christian Learning Center

Prepare an environment in which children can grow, explore, and learn

Engage in open-ended questions with the children to encourage language development as well
as growth in many developmental areas

Follow the daily schedule in order to implement the curriculum and use shared spaces (i.e.,
music class and playground)

Assist Lead Teachers in completing the Fall and Spring Assessments to track children’s
developmental progress.

o Assist children with learning activities as needed and encourage independence as well
e Procare
o Sign-in and sign-out children upon arrival and dismissal
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Conduct name-to-face checks during transitions

Assist Lead Teacher to send photos and/or videos to parents (at least 1 per week for each child)
Respond to parent questions and messages using the message function in the absence of the
Lead Teacher

Complete incident reports

e Continue professional development
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Maintain CPR certification
Attend required training

e Provide a safe environment for the children

@)
@)

Provide excellent visual supervision of all children in the classroom

Communicate with the Lead Teacher and Assistant Director regarding challenging children’s
behavior

Use appropriate, consistent, and positive discipline

Ensure children are handwashing upon arrival, coming inside from the playground, before
eating lunch, and after toileting



o Properly clean and sanitize classroom furniture and materials on a regular basis
o Ifachildisill orinjured:
=  Provide immediate support or first aid as needed
= |nform CLC Director or Assistant Director and the Lead Teacher
= Notify parents via Procare Incident Report or Assistant Director will notify via phone call
o Inform administration team if something in the building is soiled, broken, not working properly,
or in need of repair
o Assist children in toileting/diapering throughout the day
e Communication
o Establish and maintain good communication with parents
o Utilize Procare on a daily basis to have excellent communication with parents
o Communicate frequently and positively with the Lead Teacher and all staff members of CLC
o Report any significant behaviors to Lead Teacher and administration team

Required Skills/Abilities:

e Good verbal and written communication skills

e Demonstrates flexibility: willing to teach a different age group upon request by the Director. Teachers
are hired to work for CLC, not a particular age group.

e Have excellent attendance and arrive to CLC in a timely manner. Will inform CLC Director 2 weeks in
advance if not able to come to be at work or need to leave early.

e Able to provide a warm and welcoming atmosphere for the families at drop off, pickup, and
throughout the day

e Ability to relate to children in a sensitive manner

e Evidence of emotional maturity

Qualifications:
e Experience working with children preferred
e Abelieverin Christ
e CPR Certified

Physical Requirements:
e Physical stamina to properly supervise and care for the children
e Must be able to lift up to 25 pounds at times.

Limits of Authority:
e All purchases must be approved by the CLC Director
e Substitute teacher arrangements are made by the CLC Director only

| acknowledge that | have read and understand the above job description in its entirety and can perform the
stated requirements with or without accommodation.

Signature Date

The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this position. They are not
intended to be an exhaustive list of all duties, responsibilities, and skills required of employees. Henderson Hills Leadership reserves the right to revise the
position, its job functions, minimum qualifications, and other aspects of the position in any way at any time.



