
St. Paul United Methodist Preschool Staff Description - Teacher 

Salary: $14,000 payable over ten months from August 31 - June 15.

(Note: The St. Paul United Methodist Preschool operates independently from St. Paul United 
Methodist Church. Therefore, full salary and operating expenses are dependent upon class enrollment 
with tuition as income.)


The Preschool Teacher will be responsible for their own health and dental insurance as well as 
retirement savings. 


Responsibilities: The Preschool Teacher is asked to perform the following duties related to 
this position, including, but not limited to:


  1. Serve the St. Paul Preschool for the number of days in the official preschool

      instructional calendar. (September - May)

  2. Help ensure the preschool meets state standards set by law, securing licensing.

  3. Work actively with the Director to maintain high curriculum standards and

      execute daily class activities and lessons.

  4. Monitor students for progress and assist the Director in making reports to parents.

  5. Manage student activities to include special programs, parties, field trips, etc.

  6. Assist Director with detailed, monthly record keeping (finances, attendance, fire drills,

      parent comments, etc…)

  7. Maintain instructional resources for use in the classroom.

  8. Market the preschool program to St. Paul UMC, local UMCs, and the community. 

  9. Alert Director of any needs, repairs, concerns within the classroom to be addressed.

10. Work cooperatively with St. Paul Preschool Board and St. Paul UMC staff. 




St. Paul Preschool Teacher - duties referenced as typically occurs during school year 

Daily, you will co-teach in the classroom, including preschool curriculum, music, art, and 
physical education. Duties are listed but not limited to the following:


Daily: 
20 students (20 four-year olds M/W/F; 20 three-year olds T/TH)

Communicate with parents as needed

Prep for lessons, art, circle time before children arrive

Provide daily snack (consider allergy concerns)

Cleaning and Sanitizing


Weekly: 
Copying paper assignments and preparing materials for lessons and crafts


Monthly: 
Assist organizing field trips, parties, show-and-tell, and any special events

Attend preschool board meetings (recommended once per quarter)

Decorate room and hallway as needed for seasons/holidays

Update class bookshelf


Summer:  
Assist in preparing the classroom - Clean room and toys; launder fabric items

Update CPR training and certification if required (must be renewed every 2 years)

Update Background Check and Fingerprint paperwork (must be renewed every 5 years)

Get paperwork from yearly doctor visit for both teachers (required for VDSS licensure)

Assist in preparing for Open House (typically the week before the start of school)


School Year - Assist with: 
Replenish crayon boxes/glue sticks

Parent Communication

Holiday gifts for students and parent craft gifts

Planning and prep for stage performances

Fit, cleanliness, and repair for graduation gowns and circus props/costumes

Sign diplomas and certificates

Secure food and punch for parties and performances

End of year testing with 4 year old students

Parent/Teacher conferences with 4 year old families 


