
 

 

 

 

“Driven by Student Success” 

MISSION- Our purpose is to prepare students to be well balanced citizens ready to participate in a global 

society by providing an engaging and challenging education in a safe environment.  

 

Reports to:  Elementary Principal 

General Responsibility:  Responsible for developing, delivering and managing the day care center 

Program in order to ensure a safe, developmentally appropriate environment for children.  Trains 

and supervises staff, sets procedures, and works to build a rapport with parents. 

Status: Full Time, 9-month position; work days and hours will correspond closely with the school 

calendar.  

Payment Rate: Classified Hourly Rate Schedule 

Qualifications: 

 High school diploma or equivalent. 

 Prefer experience in day care center operations including a good knowledge of infant and 

child care techniques.  

 Must have an advanced understanding of day care center facilities including knowledge 

of safe and appropriate activities for children, relevant legislation, policies and 

procedures to ensure that children are supervised and safe at all times, financial 

management, and human resources management. 

 Organizational skills, able to multi-task, be self-motivated, and able to work 

independently. 

 Ability to communicate effectively verbally and in writing. 

 Ability to maintain confidentiality in matters of student, parent, and staff information. 

 Complete criminal justice fingerprinting and background clearance. 

 

Duties shall include but are not limited to: 

1. Manage day-to-day activities at day care center facility including: 

a. Staff schedules 

b. Planning and implementing activities to meet the physical, emotional, intellectual 

and social needs of the children in day care. 

c. Ensure provision of nutritious snacks and lunches. 

d. Provide adequate equipment and activities. 
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e. Ensure equipment and the facility are clean, well maintained and safe at all times. 

f. Develop culturally appropriate programs and activities. 

g. Establish policies and procedures including acceptable disciplinary policies. 

h. Be familiar with emergency procedures. 

 

2. Supervise day care center staff: 

a. Recruit and hire day care center staff according to staff/child ratios as prescribed 

by the Wyoming regulations. 

b. Supervise, coach and encourage staff 

c. Evaluate staff performance. 

d. Take corrective action when necessary 

e. Assess training needs 

f. Provide opportunities for training and development 

3. Manage the administration of the day care center program: 

a. Keep parents informed of program expectations, program activities and their 

child’s progress. 

b. Develop and maintain current, accurate, and confidential client files 

c. Prepare and monitor the day care center budget 

d. Prepare service agreements for fees with parents 

e. Bill, Receive and record day care center fees 

f. Development monthly and yearly statistics about number of participants, costs of 

equipment supplies and maintenance. 

4. Supervise children in the day care: 

a. Ensure children are supervised at all times 

b. Provide various experiences and activities for children including songs and 

games. 

c. Provide opportunities for sleep and rest time 

d. Build children’s esteem 

e. Establish routines and provide positive guidance 

f. Provide and safe and secure environment for children to feel comfortable 

g. Implement positive discipline when required 

h. Clearing and effectively communicate in a manner that children understand. 

5. Maintain rapport with parents. 

6. Ensure that all activities conform to district policies and procedures. 

7. Communicate effectively with all members of the school district and community. 

8. To support the district Mission, Vision, Operating Principals, and Goals of FCSD#6. 

9. Participate in meetings, in-service, and training as applicable.  Engage in continuous 

professional growth. 

10. Other duties as assigned. 
 

Work Days: Determined by Superintendent. 

Physical Requirements:  



 

 

The day care center Coordinator will be working in a busy and occasionally noisy environment.  

There may be a number of activities and situations happening at once, and the day care center 

Coordinator will have to supervise all children at all times.  There may be smells associated with 

toileting and children who are ill.  The position requires the ability to lift children and objects up 

to 60 pounds.   

 

Employee Name _________________________________ 

Employee Signature ___________________________________________ Date ____________ 

 


