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WICAP JOB DESCRIPTION

TITLE:  Teacher Monitor/Custodian

PROGRAM:  Head Start 

RESPONSIBLE TO:  Children Services Field Advisor

POSITION SUMMARY: Performs all job responsibilities in a safe manner. Assist in providing a safe environment for children. Teach children four days a week.  Respond appropriately in an emergency situation. Clean the facility on a daily basis.  Solicit volunteers for participation in the program.  Be a team player. 

PHYSICAL/MENTAL ABILITIES AND PROCESSES:

· Ability to visually assess the health and behaviors of children.

· Basic computer literacy (Internet and e-mail use required)

· Intermediate level decisions needed to adhere to safety and scheduling considerations.

· Lifting in excess of 50 lbs., typically placing children into seats and ability to carry or drag a child in an emergency situation out of the bus or the classroom to a safe area.

· Frequent bending at neck, waist and knees and occasional squatting.

· Occasional climbing of steps to enter and exit bus.

· Daily sitting, about 85% of workday.

· Occasional pushing and pulling of furniture and/or equipment to conduct custodial duties. 

· Standing for periods of time while performing custodial duties.

· Use of cleaning supplies according to manufactures specifications.

· Regular reaching, including over-head to stock & retrieve supplies.

QUALIFICATIONS:  

1. Ability to lift in excess of 50 lbs.

2. Experience in interacting with pre-school children.
3. Experience in performing custodial duties.

4. Must have or be willing to obtain Adult and Pediatric CPR and first Aide certifications within 60 days from date of hire.

5. Must have access to a privately owned vehicle with liability insurance for use in completing work responsibilities as needed and to be paid mileage.
6. Working knowledge of modern office communication systems:  E-mail, voice mail, IBM compatible computer system, and the ability to operate various office equipment:  Computers, fax, photocopy, etc. 

7. Ability to maintain records on a computer system or willing to learn.

8. Good verbal and written communications skills.

9.  Bilingual in English and preferably Spanish desirable, but not required. The primary language in the     workplace is English. No prior convictions of child abuse/neglect, Health and Welfare Background Clearance.

10. Physical and TB screen upon hire.

· Documented on-the-job Head Start education and/or experience may be used as an equivalent to some of the experience qualifications.
EMPLOYMENT CONDITIONAL UPON RESULTS OF THE FOLLOWING:

· Criminal History Registry.

· Successful Alcohol and Drug Screening.

· Successful Physical Capacities Examination, and TB screening results.

Teacher Monitor /Custodian

Job Description

Page 2

RESPONSIBILITIES:
1. Ensure safety is a priority in performing all job responsibilities and ensuring the safety policy is adhered to. 

2. Assist Bus Driver and be familiar with established routes in order to transport children to and from school according to established schedules in a safe and timely manner.

3. Assist children with child safety restraint systems and ensure they remain seated while the bus is moving. 

4. Conduct emergency evacuation to assure safety of children.

5. Extend the classroom learning onto the bus.

6. Writing observations.

7. Attend monthly Parent Meetings. 

8. Keep CDA current if applicable.

9. Ensures that the work area, classroom, and the playground are clean and safe at all times.

10. Assists in planning and preparing daily activities.
11. Participate in all staffings as needed.

12. Become familiar with transportation and education policies and procedures and content area requirements.

13. Become familiar with and follow guidance/discipline policy for children.

14. Recruit, plan for, utilize, and train volunteers.

15. Maintain building and grounds to provide a safe and clean environment and follow specific cleaning instructions provided by supervisor.

16. Order and /or purchase custodial supplies. 

17. Provide customer service in reception, greet and direct visitors at the site.  

18. Follow step-by-step activities as outlined in content area plans and policies and procedures.

19. Obtain and keep current Adult and Pediatric CPR and First Aid certifications.

20. Perform other relevant responsibilities as required by the program.

21. Model the Respectful Workplace Policy when interacting with WICAP customers, community members and colleagues.

22. Participate in professional development, sometimes off-site, at the request and support of supervisor.

23. Must be responsible, and able to handle confidential material, organize effectively, and work independently.

24. Assure that a positive image of WICAP is portrayed at all times.

HOURS:





 

20 - 40 Hours per week, 36 weeks per year

SALARY RANGE:
May include nights and weekends


$7.67 - $10.84 per hour

ENTRY SALARY:

New Employees start at the entry-level salary

Additional compensation for qualifying Degrees


HEAD START MISSION STATEMENT:

We will enhance the lives of families, staff, and the community by working together to provide an environment for learning and growing, thus promoting opportunities to meet life's changes!
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