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 Job Description

	Job Title
	Director of First Baptist Church – Dickson PreK Program

	Reports to
	Director of Administration

	General Description

	The Director of the PreK is responsible for the overall operation of the PreK Program.  She sets the tone for the facility, managing the curriculum and overseeing the physical facilities, as well as, the image of the program.  The director assures all guidelines from the State of Tennessee are reviewed and met.  The director will plan, implement, manage and evaluate the day to day operation of the program.   She will hire, train and develop all employees and supervise their day to day performance.  She will perform appraisals and document the performance of each individual employee.  She will plan for the growth and future of the center to accommodate the movement of children as they grow and progress from class to class.  


	Type of Position

	____  Salaried/Professional                           ____  Full-time Hours  ___+_/ week              

____  Hourly/Staff                                       ____  Evenings           ____   Weekends

__X__  Part Time Staff


	ESSENTIAL DUTIES & RESPONSIBILITIES

	· Creates and monitors the annual budget and ensures that the center is financially sound, assessing tuition charges and collecting monies.  Takes action on delinquent accounts in a timely manner.

· Develops and plans the annual calendar and time-line for center programs.

· Monitors class room performance and conducts regular performance evaluations and feedback on every employee.

· Consults with the Director of Administration regarding hiring, dismissal and disciplinary issues of staff according to the policies of First Baptist Church – Dickson.

· Establishes all facility plans, policies and regulations, and communicates these to the staff, parents, children and community.

· Supervises staff and carries out personnel policies

· Creates daily schedules and activities to ensure that the teacher – child ratio is maintained

· Conducts and documents fire drills and required safety training

· Maintains current First Aid and CPR training practices and records staff coverage
Other Duties

· Maintains the highest standard of professional behavior at all times in the program
· Conducts regular staff meetings to communicate the policies of the program and church
· Performs other duties assigned by the Director of Administration



	PREFERRED REQUIREMENTS

	· Bachelor’s Degree in education or early childhood education and classroom experience with young children
· Administrative and leadership experience
· Strong communication skills
· Experience and skills in planning and administering an early childhood or related program 
· Knowledge of state licensing requirements
· Confessed/Professed doctrine consistent with the Baptist Faith and Message and Church Covenant and Constitution

· Agrees to abide by the FBC Personnel Policy and Employee Code of Ethics and Rules of Conduct
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