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Job Description

Preschool Director

Preschool Director Reports to: Superintendent 

Overall the preschool director will be responsible for the preschool program including staff, community relations and administrative duties. 

1. Ensure licensing guidelines are followed.

2. Ensure the facility up-keep is met. 

3. Monitor budget (ordering & inventory of materials, tuition-monthly billing, receipts, collection and record keeping). 

4. Ensure the enrollment information is obtained on every student. 

5. Coordinate registration for the community. 

6. Schedule staff and children. 

7. Facilitate staff and activity planning meetings/following developmentally appropriate guidelines. 

8. Ensure and/or facilitate staff development opportunities. 

9. Hire and interview staff. Train and evaluate staff. 

10. All administrative duties. 

11. Help sick or hurt children/Responsible for all children's needs and safety in the program. 

12. Ensure that all the guidelines and standards for the Colorado Preschool Project (CPP) are followed: 

a. Active at District Advisory Council meetings. 

b. Create and follow comprehensive plan. 

c. Facilitate Diversity Advisory Council meetings. 

d. Ensure that the request for funding is filled out and rewrote as needed. 

e. Write goal sheets with parents for each child. 

13. Coordinate ESL services as needed. 

14. Report possible child abuse to Superintendent/social services.

Requirements: 

1. Prefer Early Childhood Special Education Masters Degree. 

2. Current first aid and CPR card/Fingerprint and CBI check. 

3. CDE certification or license. 

4. Current TB test and statement of good health from a physician. 

5. 3 references. 
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