JOB DESCRIPTION AND RESPONSIBILITIES/ DIR OR

Title: Director

Hours: 10:00 a.m. to 6:00 p.m. Monday thru Friday

Qualifications: Director must be at least twenty- ge, h h School diploma

or General Education Diploma (GED), thr ry full perience in a child

ining JMenter administration and

t the center in a professional manner

nsure confidentiality within the center

. Implement safety precaution measures for the facility

. Keep financial records, pay bills, collect fees and prepare and adhere to annual budget
. Hire, train, supervise and evaluate personnel

. Maintain personnel records

. Hold monthly personnel meetings

. Enforce and review personnel policies



. Adhere to staffing ratios

. Motivate personnel and encourage on-going professional development
. Arrange in-service professional development when possible

. Be available for personnel questions or concerns

. Ensure safety of children and personnel at all ti

o Orient families to the center and inform the
. Be available for family questionggnd
. Hold family meetings and cen

o Maintain child regord

Peducation and credential as



