PRIVATE INDUSTRY COUNCIL OF WESTMORELAND/FAYETTE, I NC.
JOB DESCRIPTION
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POSITION: PRE-K COUNTS CLASSROOM SUPERVISOR

DIVISION: EARLY CHILDHOOD DEVELOPMENT DEPARTMENT: PA PRE-K COUNTS

PURPOSE: Provides instruction and guidance to pre-schoidliedn in a classroom setting thus preparing them
for entrance into the school systems. Offers supgroat guidance of pre-school children and families
providing smooth transitions into the school system

QUALIFICATIONS:
Education: Bachelor's Degree with Early Childhoati€ation Certification

Experience: Preferred one (1) year classroom expeei with pre-school children. Knowledge of sos&ivice
agencies in Fayette County helpful.

Skills, Abilities and Knowledge:

Problem solving ability where independent judgtmeay be required.
Ability to maintain confidentiality.

Excellent interpersonal skills.

Effective oral and written communication skills.

Machine operations could include calculator, corapythotocopier, typewriter, tafigD recorder,
phonograph, projector, telephone.

Knowledge of the PA Early Learning Standards.

Ability to deal with and adapt to frequent change.

Ability to work with and delegate worlo volunteers and classroom aides.
Good organization skills.
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REPORTS TO: Assistant Director of Early Childhood Development

SUPERVISES: Pre K Counts Classroom Support Personnel & Fa&nBtudent Services Coordinator

JOB REQUIREMENTS:

Mental Concentration: Considerable concentratimarmittently.

Interruptions: Occur constantly.

Physical Effort: Moderate physical effort in predoantly sitting position and walking positions.

Confidential Information Used: Child's health/méttealth information and educational informaticsunily

economic information, family environment informatio

Special Demands: Moderate travel, potential eggrstind occasional lifting.

Special Requirements: Current Act 33 and Act 34, fiFBerprinting clearance documentation. Valid PA
driver’s licensklaintain teaching certification as addressed bi4&:

RESPONSIBILITIES: Duties may include any or all of the followinghis list is intended to be representative.

1. Conducts home visits and conferences with eacHledri@amily.
» Attend Individual Education Plan (IEP) conferenteduding those that are helld homes when necessary.
» Attend ITM (Interagency Team Meetings) as needed.

2. Plans and implements a sound instructional prodmam
» Developing IEPs (conference, preparation, and ¥olip), writing lesson plans, health forms,
volunteer sheets. Address each child’s needsigirassessment and individual planning forms.
» Instructingall special needs children according to their'$eP
» Preparing daily activities (health, fine motor Edijross motor skills) for use in the classroom.
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Encouraging participation in group activities sashfree play, dramatic play, safety in classroothtzome,
etc.

Rotating materials in the classroom on a regularsba

Providing health and nutrition awareness activitaschildren.

Promoting self-esteem through tiecouragement and acceptancendividual differences.

Writing observations of children’s actions for the purpoksassessing development.

Completing progress reports from observations dfldm’s actions and discussing progress reportis wi
parents at least 3 times a year.

Researching necessary agencies for potential th-kin

Planning and organizing field trips.

Making referrals when necessary.

Providing literacy and transition activities tha¢ alevelopmentally appropriate aindividualized.
Assuring all activities are congruent with the Pérli Learning Standards.

Planning, communicating and implementing transiaotivities.

3. Assesses children in areas of growth on an onduasd.

>
>
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Updating children’s progress with regular assesssnaut no less than three times per year.
Completing a developmental screen on each enroligd.

Completing a behavioral screen on each enrolldd.chi

Completing height/weights on each enrolled child.

4. Participates in staff meetings discussing prograeration methods, child referrals, parent involvetnetc.

>

>

Informing and updating the Assistant Director ofliz&hildhood Development of any
improvements/problems with IEPs.
Work with Early Intervention to assure childrene®® necessary services.

5. Use Early Childhood Environmental Rating ScalesgRS) as a guide to maintain a safe and healthy
environment by:
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Administering medications in life threatening cinastances when necessary.

Assisting in hand washing, brushing teeth, toilgtin

Providing snacks and lunches.

Conducting fire drills.

Performing health checks of children (free from awmicable disease) dalily.

Checking for and promptlseporting any signs of suspected abuse/neglect@iogoto progranprocedure.
Modeling appropriate eating habits and mealtimeakin.

Cleaning classroom as needed.

Administering First AidCPR when necessary.

Preparing for emergency situations by keeping eererg supplies available and acquiring an evacuation
site.

Maintaining cleanliness of classroom.

6. Schedules, delegates, and/or monitors InstructdegiFamily & Student Services Coordinator andmgare
classroom volunteers.

7. Supplements the regular instructional program by:

» Assisting families in identifying strengths and keesses.

»  Cultivating family strengths using.

»  Working with the family on a scheduled one-to-o@sib in their home for minimum of 90 minutes weekly
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» Assisting parents in developing and fostering tgadelf-concepts which will assist in becoming thei
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10.

11.

12.

13.

14.

child’s primary educator.

Assisting parents in developing ways of using hbokkarticles as teaching tools.

Acting as a liaison and family advocate betweenctremunity and the family.

Assisting families in fully utilizing all availableommunity resources.

Making referrals and linking families with commungervices (ie. D.P.W., Drug and Alcohol, etc.)
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Visits Social Service agencies, as needed, to be@ware of functions, gather literature, and bectamsliar
with operations.

Attends trainings, meetings, etc.
» Seeking to attain greater knowledge in early legyifi.e. Special conditions, signs/symptoms, etc.).

Maintains daily/monthly paperwork and records reggiiby program procedures or as requested including
» Keeping record of attendance and meal count sheets.

»  Filling out required monthly paperwork (tallyingedance and meal count sheets, forms required for
telephone work, timesheets).

Preparing reports when requested.

Preparing timesheets and travel vouchers.

Updating the children’s individualized plans.

Completing Early Intervention/ IEP’s as needed
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Substitutes, when necessary and available.
Performs recruiting tasks.
Keeps supervisor informed of schedules, ngedblems, ideas, and suggestions, and seek help mdemssary.

»  Giving input for ordering supplies and equipment.
» Participating in program planning committees oveys.

Performs other related work as required orestpd.

PAY GRADE: F HOURLY WAGE: $14.50 HOUR%R WEEK: 40

(non-traditional)
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