
JOB DESCRIPTIONS 
 
Director of Preschool, School-Aged Care, & Nursery 
~ Manager of Preschool, School-Aged Care Program, and Nursery 
~ Preschool Teacher 
~ Spiritual Leader of Early Childhood Department 
 

1. Manager of Preschool, School-Aged Care, and Nursery 
A. Carry out the mission and purpose of the programs; further the mission of Immanuel 

Lutheran Church 
1. Develop policies in accordance with the purpose of the programs 
2. Work with the Principal, Pastor, and School Advisory Committee to integrate the 

programs into the larger purpose of the school and church. 
B. Manage finances 

1. Prepare the annual budget 
2. Operate within the budget 
3. Purchase equipment and supplies 
4. Prepare periodic financial reports 
5. Collect fees and tuition 
6. Maintain student financial statements 
7. Handle petty cash 

C. Serve as liaison between the congregation and the programs 
1. Represent the programs in congregational activities 
2. Keep congregation informed of programs through oral and written communication 

D. Maintain communication and relationships with parents 
1. Develop systematic parent-school communication (e.g. newsletter, e-mail, web 

site, etc.) 
2. Orient parents to school policies and procedures 
3. Plan and conduct/administer parent education and fellowship programs 
4. Maintain a parent library or resource center 
5. Keep parents informed of progress and needs of individual children 

E. Enhance Community Relationships 
1. Welcome visitors to school and plan useful and pleasant visiting experiences 
2. Develop cooperative relationships with VU and PUNC 
3. Attend and participate in professional associations, lectures, educational events, 

and community gatherings that may pertain to early childhood education 
4. Arrange events sponsored by the programs that are a service to the local 

community 
5. Stay informed about local, state, and federal legislation regarding early childhood 

education issues 
F. Recruit and enroll new children 

1. Promote the programs in the congregation and community 
2. Interview parents of prospective students 
3. Provide enrollment materials that reflect the goals of the program 
4. Create and maintain an advertizing program that includes promotional brochures, 

materials, and activities (e.g. open house, newspaper article, web site, etc.) 
5. Plan for orientation of newly enrolled students (open house, home visit, etc.) 

 
G. Supervise and assist staff 

1. Prepare job descriptions for preschool teachers and school-aged care workers 
2. Recruit and hire staff to fill vacancies 



3. Periodically review staff performance and assist staff to set goals for professional 
growth and career development 

4. Arrange substitute teachers/aides as necessary 
5. Conduct regularly-scheduled staff meetings and periodic in-service training 
6. Oversee curriculum development 
7. Plan and implement procedures for keeping accurate student records 
8. Prepare and update staff handbook 
9. Keep personnel records 
10. Develop and maintain a staff resource library 

H. Administer all aspects of the programs 
1. Conform to state and local regulations 
2. Maintain accreditation  
3. Maintain student files and program records 
4. Define policies of admission, attendance, payment of fees, and educational goals 
5. Evaluate own work as director annually 
6. Develop and implement a plan for staff professional growth 
7. Plan periodic reports on the “state of the school” 
8. Keep current on research and important issues in early childhood education 
9. Maintain membership in NAEYC and LEA 
10. Schedule the use of shared space and equipment 
11. Schedule and monitor the responsibilities of teaching staff 

I. Maintain proper conditions for health and safety 
1. Keep health history and immunization records for children and staff 
2. Maintain a referral system for children who have special needs 
3. Plan and arrange the purchase of healthful foods for snacks 
4. Monitor all classroom and playground conditions to ensure safety 

2. Preschool Teacher 
A. Develop in detail weekly and monthly themes and plans 

 B. Work together with other teachers to enhance themes and activities 
 C. Teach preschool 
 D. Originate correspondence with parents 

E. Coordinate the arrangement, decorating, learning centers, and housekeeping of 
the rooms 

F. Conduct parent conferences and meetings 
G. Coordinate parent volunteers 

3. Leader of Early Childhood Environment 
A. Responsibilities as Spiritual Leader 

1. Provide opportunities for spiritual growth of staff 
2. Provide ways to incorporate preschool families into the church and church 

families into preschool 
3. Foster Christian community for staff, children, and families 
4. Provide referrals for Christian counseling for staff and preschool families 

B. Responsibilities for preschool/school-aged care environment 
1. Equip indoor and outdoor areas to reflect a Christian environment 
2. Plan for and aid in providing an environment appropriate for young children 
3. Maintain positive relationships among students, teachers, parents, congregation, 

and community 
 


