JOB TITLE:


Center Operation Assistant
WORKING HOURS:
Monday - Friday

SALARY RANGE:


GENERAL DUTIES:

Under the direction of the Center Director, the Center Operation Assistant is responsible for ensuring day-to-day operations of the center in accordance to the Performance Standards and other related regulations for Operations.

SPECIFIC DUTIES:
Center Operation Assistant
1. Monitor staff attendance.
2. Maintains and utilizes a substitute list.
3. Serves as a resource person for staff.
4. Requisition supplies and materials for the center.
5. Assists with the preparation of the bus and early morning schedule.
6. Assist with time sheets for staff.
7. Check field trip forms for approval.
8. Maintains confidentiality.
9. Observes classroom operations.
10. Monitors playground activities.
11. Assists with supervision of center operations.
12. Assist with meal count.
13. Monitor meal service.
14. Attends meetings and workshops.
15. Supervises center in absence of the Center Director.
16. Assists with monitoring building, grounds and vehicles for cleanliness and safety, and ensures that they are hazardous free.
17. Monitors bus transportation forms for accuracy.
18. Arranges for transportation for parents and children to center activities.
19. Review files - classroom and family service and ensure appropriate recording of data.
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20. Assists with memos, menus and other materials to parents and staff.
21. Assist in the classroom whenever it is deemed necessary.
SUPERVISORY CONTROL
The Center Operations Assistant is directly responsible to the Center Director who is responsible to the Operations Manager.

The Center Director is responsible for evaluation on an annual basis.

OTHER SIGNIFICANT FACTS:

1.
Must have valid driver's license.

2.
Must have a means of transportation.

3.
Must have a current health card and annual physical.

4.
Must be able to lift at least 50 pounds or more.

5.
Must be able to travel out of town and at night.

6.
Ability to communicate effectively, orally and in writing.

7.
Must have basic knowledge of community and resources.

QUALIFICATIONS:
1.
Associates of Arts degree in Management or Early Childhood Development

2.
Three (3) years experience working in a preschool setting.

3.
A minimum of two (2) years supervisory experience.

4.
Basic computer skills.
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