Job Description

Mt. Drum Child Care and Development Center (MDCC&DC)

Administrator

Overview:

The Mt. Drum Child Care and Development Center (MDCC&DC) Administrator is charged with the direct responsibility of overseeing the programmatic and fiscal operation of MDCC&DC.  The administrator is supervised by the Mt. Drum Child Care and Development Center Board of Directors at Mt. Drum Lutheran Church in Copper Center, Alaska.

Specific responsibilities include the following:

Administration:

· Ensure compliance with all state and local licensing regulations

· Prepare reports at least quarterly on the state of the school

· Maintain an active role in professional organizations and stay current of new developments in the field

· Arrange for repairs and maintenance of MDCC&DC

· Plan menu and purchase snacks

· Attends regular meetings of the Mt. Drum Child Care and Development Center Board of Directors
Educational:

· Prepare and evaluate curriculum that gives our children an understanding of Christian faith and values

· Work with child care associates to assure that all areas are safe, attractive and developmentally appropriate

· Create a child care environment that recognizes and communicates to each child that he/she is uniquely created, loved child of God

Fiscal:

· Prepare and present an annual budget to the Mt. Drum Child Care and Development Center Board of Directors
· Operate the school within the budget and review fiscal reports monthly

· Purchase equipment and supplies as stipulated in budget.  Non-budgeted items and capital expenses need to be approved by the Mt. Drum Child Care and Development Center Board of Directors
· Monitor billing and payment and work with families to resolve payment issues

· Secure vendors for supplies and cleaning

· As necessary, write, or oversee the writing of, grants for projects for MDCC&DC.  Grant requests must be compliant with church and MDCC&DC policies.

Staff:

· Build and maintain a staff that creates a safe, loving Christian environment

· Oversee the staffing of the program including hiring, firing and annual evaluation of staff performance to include annual goals
· Prepare job descriptions and update as necessary

· Revise personnel handbook as needed

· Keep personnel records according to Federal and State guidelines

· Schedule staff to maintain State ratios

· Schedule and/or conduct monthly staff trainings and meetings

· Handle staff complaints, concerns and conflicts

Enrollment:

· Give tours of the center to prospective families and enroll new children
· Familiarize parents with school policies

· Plan for the orientation of new students

· Maintain an advertising program to promote enrollment

· Maintain children’s files in a secure manner according to State guidelines

· Attract prospective families and educate them concerning MDCC&DC

Parents:

· Plan programs for parent education

· Write monthly parent newsletter

· Handle parent complaints/questions and concerns

Ministry:

Mt. Drum Child Care and Development Center is a valued ministry of Mt. Drum Lutheran Church.  As such, the MDCC&DC Administrator is essential both to the operation of the Day Care and the overall ministry of the Church.

In terms of the position this means the following:

· Assures that the Day Care is working within the larger mission/vision of the Church

· Assures that faith development, Christian values and Bible stories are a regular part of the Day Care curriculum

· Plans regular events that expand beyond the circle of MDCC&DC to include children in the Church and community

· Being the “face” of the Church in the Day Care

· Finds ways to incorporate the Church and its members into the work and ministry of MDCC&DC
Qualifications
Mt. Drum Child Care and Development Center (MDCC&DC)

Administrator

Prefer:  
At least two year of experience in Day Care administration, education, nonprofit administration and/or Christian education

Mimimum Qualifications:

· Must be 21 years of age

· Any combination equivalent to: high school diploma, GED certificate, or demonstrated progress toward obtaining a GED as required by Alaska law

· Not be employed in a position other than a child care administrator during the hours the child care facility is in operation

· Meet one (1) of the following requirements:

a. Master’s or Bachelor’s degree in Early Childhood Education and Development

b. Master’s or Bachelor’s degree in a field other than Early Childhood Education and Development, including degrees in pastoral care and counseling; plus twelve (12) clock hours of child development training

c. Associate degree in Early Childhood Education and Development

d. Associate degree in a field other than Early Childhood Education and Development, plus twelve (12) clock hours of child development training, plus two (2) years of verifiable full time paid experience working directly with children in a :

1. School-based program following Department of Education guidelines

2. Early Childhood Development Program (Head Start)
3. Licensed or certified Child care

e. Child Development Associate (CDA), plus one (1) year of verifiable paid experience working directly with children in a:
1. School-based program following Department of Education guidelines

2. Early Childhood Development Program (Head Start)

3. Licensed or certified Child care

f. Three (3) years of verifiable full time paid experience working directly with children in a:

1. School-based program following Department of Education guidelines

2. Early Childhood Development Program (Head Start)

3. Licensed or certified child care

