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JOB DESCRIPTION

DIRECTOR
A Child Care Director is a multifaceted leader responsible for the overall management and daily operations of a childcare facility, ensuring a safe, nurturing, and educational environment for children. This role combines administrative acumen with educational expertise and strong leadership skills. 

Core Duties and Responsibilities
· Leadership and Staff Management:
· Supervise, lead, hire, train, and mentor all staff members (teachers, administrative, and support).
· Provide professional development opportunities and conduct performance evaluations.
· Create staff work schedules and ensure proper staff-to-child ratios are maintained according to regulations.
· Foster a positive team culture and resolve conflicts as they arise.
· Program and Educational Quality:
· Develop and implement age-appropriate educational programs and curriculum that align with early childhood education standards and meet state and federal requirements.
· Ensure the curriculum is implemented effectively in the classrooms.
· Align program objectives for center to provide support and evidence that meet Great Start to Quality indicators.
· Operational Efficiency and Business Skills:
· Oversee the day-to-day operations of the center.
· Manage the budget, including tracking expenses, collecting tuition, and purchasing supplies and equipment.
· Develop and implement marketing plans to maintain and increase enrollment.
· Compliance and Safety:
· Ensure the facility operates in full compliance with all local, state, and federal laws, regulations, and licensing requirements.
· Maintain a safe, healthy, and clean environment, conducting regular safety drills and inspections.
· Maintain accurate and confidential records for children, staff, and licensing reports.
· Parent and Family Engagement:
· Serve as the primary point of contact and "face" of the center, communicating policies and updates to parents.
· Meet with parents and staff to discuss children's progress, behavioral issues, or concerns.
· Build strong relationships with families and community organizations to enhance the program's resources and support network. 
· Communication and Interpersonal Skills:
· Demonstrate clear and effective written and verbal communication with staff, parents and children demonstrating clarity in instructions/expectations and responsiveness to concerns.

Key Qualifications and Skills
· Education and Experience: Minimum education of an associate's or bachelor's degree in Early Childhood Education or a related field, along with significant experience in a childcare setting, preferably in a leadership or supervisory role.

· Skills:
· Strong leadership, communication (verbal and written), and interpersonal skills.
· Excellent organizational, business, and time-management abilities.
· Crisis management skills and the ability to maintain composure under pressure.
· A deep understanding of child development principles and best practices in early childhood education. 


Safety Training: Certification in First Aid and Cardiopulmonary Resuscitation (CPR) is required.

Soft Skills:
· Patience and Empathy: The ability to respond calmly to challenging situations and understand children's emotional needs.
· Communication Skills: Strong verbal and written communication skills to interact effectively with children, parents, and colleagues.
· Creativity: The capacity to plan engaging and inventive activities that make learning fun.
· Organizational Skills: Essential for planning lessons, managing classroom routines, and keeping records of children's progress.
· Physical Stamina: The energy and physical ability to keep up with active young children and lift up to 35 lbs. in some cases.
· Decision-Making Skills: Good judgment for responding to emergencies or difficult situations. 





I have read and understand my role and responsibilities as Director.


____________________________________________		______________________
Signature								Date
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