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Job Title: Pre-K Counts Teacher Aide - Child Care Job Grade: n/a 
FLSA Status:  Non-Exempt Revision Date: 9/01/2018 
Reports to: Pre-K Counts Program Director 
  

POSITION SUMMARY: 
The Teacher’s Aide is responsible for assisting the Lead Teacher in the operations of the classroom 
including planning and implementing appropriate activities, following the daily schedules, supervising 
and coordinating activities with the classroom aides and/or volunteers.  The Teacher’s Aide position 
will support program quality in accordance with ECERS/ITERS, Early Learning Resource Centers/ 
Pennsylvania Key guidelines and YMCA program policies; ensure the safety, well-being and age 
appropriate instruction of all children in your care.  . 
 
ESSENTIAL FUNCTIONS: 
Under the direction of the Pre-K Counts Lead Teacher the Aide shall: 
 

1. Assist in planning curriculum for classroom and ensure child centered age appropriate lessons 
are offered. Adhere to learn through play philosophy for your age group. Will attend team 
teaching meeting, and take on an active role in planning, implementing and actively 
participating in all activities. 

2. Uphold all YMCA/Keystone stars/PKC and Department of Human Service guidelines for proper 
verbal interaction, proper learn through play techniques and age appropriate redirection as a 
form of discipline. 

3. Accurately maintain daily records of attendance, mobile emergency contact binders, and 
allergy reports 

4. Ensure effective and timely communication of child progress with parents. Ensure that the 
parents receive their parent communication sheets daily/weekly. Ensure that staff in your 
classroom maintain sensitivity and patience with the children and parents and provide care to 
meet the individual needs of the child/families. Ensure that confidentiality is maintained at all 
times, and that staff are using correct verbal interactions with parents. 

5. Adhere to the YMCA/ECERS/ITRS/SACCERS/DHS and ELRC standards for maintaining 
cleanliness, centers set up, toy bins and correct return of toys to areas. Engage children in the 
maintaining of said centers and items. 

6. Inform Director of any concerns regarding facility, space, staffing, child/staff ratios or child 
developmental issues that may require early intervention.  

7. Ensure timely and effective use of materials, snack, and other classroom resources.  
8. Ensure that small group interaction, teacher directed activities vs. child chose activities are 

well maintained. 
9. Perform other related duties as assigned. 
10. Attend Staff Meetings/ Team Teaching Meetings/Back to School Night. 
11. Participate as a member of the YMCA team member and contribute to the attainment of the 

YMCA mission. 
12. Know the mission and be able to apply it to your job responsibilities. Also, be able to explain 

to parents how the program meets the YMCA mission. 
13. Support successful communication, special events and program growth throughout the 

Association and community.  
14. Maintain knowledge of Association policies and procedures, risk management, safety practices 

and applicable laws. 
15. Lead by example at all times.  Interact with a high level of professionalism and accountability.  
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YMCA COMPETENCIES: 

• Mission Advancement: Accepts and demonstrates the Y’s values. Demonstrates a desire to 
serve others and fulfill community needs. Recruits volunteers and builds effective, supportive 
working relationships with them. Supports fund-raising. 

• Collaboration: Works effectively with people of different backgrounds, abilities, opinions, and 
perceptions. Builds rapport and relates well to others. Seeks first to understand the other 
person’s point of view, and remains calm in challenging situations. Listens for understanding 
and meaning; speaks and writes effectively. Takes initiative to assist in developing others. 

• Operational Effectiveness: Makes sound judgments, and transfers learning from one situation 
to another. Embraces new approaches and discovers ideas to create a better member 
experience. 

• Establishes goals, clarifies tasks, plans work and actively participates in meetings. Follows 
budgeting policies and procedures, and reports all financial irregularities immediately. Strives 
to meet or exceed goals and deliver a high-value experience for members. 

• Personal Growth: Pursues self-development that enhances job performance. Demonstrates an 
openness  
to change, and seeks opportunities in the change process. Accurately assesses personal 
feelings, strengths and limitations and how they impact relationships. Has the functional and 
technical knowledge and skills required to perform well; uses best practices and demonstrates 
up-to-date knowledge and skills in technology. 

 
QUALIFICATIONS: 

• Teacher aides in any classroom of eligible students supported by Program funding shall meet 
one of the following criteria: 

1. Completion of at least 2 years of full-time postsecondary study or the equivalent 
2. Possession of an associate’s degree or higher. 
3. Ability to meet a rigorous standard of quality and demonstration of knowledge through 

a formal state or local academic assessment or possession by the teacher aide of a 
Child Development Associate’s (CDA) certificate. 

• Ongoing Training: depending on Keystone stars/ELRC designation; fulfill required number of 
hours for ongoing trainings as deemed necessary. Each star designation has different number 
of required hours. (This is in ECE, aside from those listed below in Health and Safety). 

• Exhibit strong leadership skills; possess a passion for member service, building and 
maintaining a culture of member service excellence 

• Acquire and maintain the following certifications: 
1. CPR Pro/AED/O2 (valid 2 years unless otherwise noted)  
2. First Aid (valid 2 years unless otherwise noted) 
3. Fire safety (annually) 
4. Requisite Online INSURANCE Trainings  

 
 
PHYSICAL REQUIREMENTS 

Physical Demands 
(Without Accommodations) 

Never 
Occasionally 
(Up to 33%) 

Frequently 
(34% - 66%) 

Continuously 
(67% - 100%) 

Sitting    X 
Walking    X 
Standing    X 
Bending Neck    X 
Twisting Neck    X 
Bending Waist (forward or 
sideways) 

   X 

Twisting Waist    X 
Squatting (crouch or sit on one’s 
heels) 

   X 
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This job description is not designed to cover or contain a comprehensive listing of activities, duties, or 
responsibilities that are required of the employee for this job.  Duties, responsibilities, and activities 
may change at any time with or without notice.  

 
Employee signature below constitutes employee’s understanding of the essential functions, 
qualifications, and physical demands of the position.   
 
 
__________________________________       ___________________________     ______________ 
Employee Print Name    Employee Signature                         Date 

Climbing  X   
Kneeling   X  
Crawling  X   
Repetitive Hand Movement     X 
Reach Above Shoulder Height    X 
Reach Below Shoulder Height    X 
Move Items Weighing up to 10 lbs.    X 
Move Items Weighing 11-25 lbs.    X 
Move Items Weighing 26-50 lbs   X  
Move Items Weighing 51-75 lbs.  X   
Move Items Weighing 76-100 lbs. X    
Move Items Weighing over 100 lbs. X    


