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Monticello Area Community Action Agency (MACAA) 

Job Description 
 

Job Title:   Head Start Assistant Teacher 

FLSA Status:   Non-Exempt 

Supervisor:   Assistant Education Manager 

Employment Status:  Full-Time Position (with benefits), 44 weeks/year 

Date Prepared:  June 2017 

Date Updated:   8 December 2017 

 

GENERAL DESCRIPTION 

The Head Start Assistant Teacher is responsible for assisting in the planning and implementation of a 

preschool educational program for low-income children that fosters growth in all developmental areas 

(cognitive, social, emotional, physical, and language). On a daily basis, the Assistant Teacher works with 

the Lead Teacher and the Family Advocate to ensure successful, nurturing experiences for children, 

while recognizing parents/guardians as the most important influences in the lives of their children. 

 

ORGANIZATIONAL RELATIONSHIPS 

The Assistant Teacher reports to the Assistant Education Manager and works cooperatively with the 

Lead Teacher and the Family Advocate as a member of the Center Team. In addition, the Assistant 

Teacher coordinates with other members of the Head Start team including but not limited to the 

Assistant Education Manager, the Health & Nutrition Coordinator, and the ERSEA/Data Coordinator. The 

Assistant Teacher has no direct reports.  

 

Contacts 

The Assistant Teacher works with all members of the Head Start team including but not limited to the 

following: 

 Collaborating with the Lead Teacher and the Family Advocate; 

 Working cooperatively with the Health & Nutrition Coordinator and the ERSEA/Data 

Coordinator; 

 Interacting with the entire Head Start management team; 

 Interacting with volunteers and consultants; and, 

 Interacting with children and their parents/guardians. 

Supervision (Direct) 

 The Assistant Teacher has no direct reports. 



2 | P a g e  

Assistant Teacher Job Description 
 
 
 
 

2 
 

DUTIES AND RESPONSIBILITIES 

Responsibilities include but are not limited to the following: 

1. Assisting in the planning of activities that meet the social-emotional, physical, and educational 

needs of the children in the classroom, using the locally-approved Head Start curriculum. This 

involves the following: 

a. Contributing to the development of weekly lesson plans; 

b. Assisting in the implementation of consistent behavior guidance strategies; 

c. Implementing instruction that recognizes and values diverse populations; 

d. Assisting in the scheduling of field trips; 

e. Assisting in the  planning and implementation of  monthly nutrition projects; 

f. Contributing daily information on children’s progress to the Lead Teacher; 

g. Assisting the Lead Teacher in preparing materials and ordering supplies; 

h. Assisting the Lead Teacher by working with children individually and in small groups; 

and, 

i. Assisting the children in becoming self-reliant and in relating to others. 

2. Assisting with planning for and conducting home visits and parent-teacher conferences. 

3. Using a team approach in classroom operations by the following means: 

a. Working with the Lead Teacher in the development and implementation of weekly 

lesson plans; 

b. Meeting monthly with the Center Team (including the Lead Teacher and the Family 

Advocate) to review concerns, progress, and daily operations; 

c. Working with volunteers and interns as directed by the Lead Teacher; 

d. Taking over primary responsibility in the classroom in the absence of the Lead Teacher; 

e. Assisting and socializing with children during meals; 

f. Assisting with meal preparation in the absence of the Nutrition Aide (in the Park Street 

Centers); 

g. Assisting children in clean-up after meals and activities; and, 

h. Performing bus monitoring duties as assigned by the Head Start Assistant Director. 

4. Maintaining a working knowledge of the MACAA Head Start program, the Head Start 

Performance Standards, the Head Start Early Learning Outcomes Framework, the School 

Readiness Goals, state child care licensing standards, and all state, federal, and local standards 

and regulations related to programs serving young children:  

a. Demonstrating, based on the Head Start Performance Standards, Developmentally-

Appropriate Practice throughout the center in all interactions with children; 

b. Assisting in arranging and maintaining a classroom environment conducive to 

exploration and experiential learning, with materials labeled and easily accessible to 

children; and, 
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c. Maintaining indoor and outdoor equipment and materials in safe, clean condition at 

all times, reporting any broken or unsafe equipment to the Lead Teacher. 

5. Continuing professional education by attending classes, meetings, trainings, workshops, and 

conferences related to Head Start and early childhood education. 

a. Developing professional development goals with supervisor during the annual 

review process; 

b. Maintaining current early childhood credentials (CDA and other certifications); 

c. Enrolling in college classes and other trainings as requested or assigned; and, 

d. Attending all required in-service training. 

6. Working to create an atmosphere in the center that is welcoming to parents/guardians/families 

by the following means: 

a. Encouraging the regular participation of parents/guardians in the classroom by 

providing them with information about their child and the curriculum and by 

inviting them to participate in classroom activities; 

b. Assisting the Family Advocate in maintaining the parent corner; and, 

c. Attending and serving as a resource at monthly Parent Meetings. 

7. Working with all service area staff and parents to maintain a high-quality program by the 

following means: 

a. Working the assigned schedule to ensure center coverage; 

b. Ensuring that volunteers record their in-kind service hours and that they have been 

oriented and cleared by the appropriate central office staff before working in the 

classroom; 

c. Following established procedure for enlisting a substitute when unable to report to 

work due to sickness or an emergency situation; 

d. Completing assigned duties and submitting paperwork (such as lesson plans, 

monthly reports, child observation checklists, home visit reports, time sheets, etc.) 

on time; 

e. Selecting appropriate materials and supplies for the children and submitting supply 

requests to the Assistant Education Manager; 

f. Assisting in incorporating any IEP (Individualized Educational Plan) goals into 

classroom interactions with children; 

g. Maintaining current, confidential educational files and records for each child in the 

classroom; and, 

h. Adhering to all policies and procedures as outlined in the MACAA Head Start Policies 

and Procedures manual and MACAA Personnel Policies. 

8. Maintaining current CPR, First Aid, and MAT certifications. 
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General 

1. Supporting a team approach in working with the other members of the MACAA Head Start team 

to meet the Head Start Performance Standards and to further the goals of the program. 

2. Adhering to all policies and procedures as outlined in the MACAA Head Start Policies and 

Procedures Manual and the MACAA Personnel Policies Manual; 

3. Understanding and agreeing to abide by the Head Start Program’s Standard of Conduct; 

4. Attending staff meetings and trainings as assigned; 

5. Reporting cases of suspected child abuse and neglect to Child Protective Services; and, 

6. Performing other job-related tasks as requested by the Lead Teacher, Assistant Education 

Manager, Education, Disability, & Mental Health Manager, Head Start Assistant Director, and/or 

the Head Start Director. 

 

KNOWLEDGE, SKILLS, AND QUALIFICATIONS 

The successful candidate will have the following qualifications: 

Education 

 A minimum of a CDA or a state-awarded certificate that meets or exceeds the requirements for 

a CDA credential; or, enrolled in a program that will lead to an associate’s or a bachelor’s degree 

in early childhood education; or, enrolled in a CDA credential program to be completed within 

two years of the time of hire. 

Experience 

 Experience in a preschool setting. 

General 

 Understanding of the vision and mission of the Agency; 

 Skill in teaching in a preschool setting; 

 Ability to implement instruction that recognizes the value of diverse populations; 

 Skill in the use of computer technology including Microsoft Office; 

 Proficiency in oral and written communications; 

 Ability to organize time and to maintain accurate records; 

 Ability to work independently without close supervision; 

 Ability to analyze issues and to use sound judgement; and, 

 Sensitivity to the needs of low-income populations and the ability to understand and address 

positively the conditions of poverty. 
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STATE AND FEDERAL REQUIREMENTS 

 A physical examination, TB test, and criminal record checks must be completed prior to the 

commencement of employment. TB test and physical examination must be updated every two 

years according to state and local licensing requirements. 

 

WORKING CONDITIONS 

Environment 

 Classroom setting with constant interruptions. 

Physical/Mental Demands 

 Dexterity of hands and fingers to operate a computer keyboard; 

 Standing for extended periods of time; 

 Bending at the waist, kneeling, or reaching to work at the child’s level; and, 

 Ability to lift a maximum of 30 pounds. 

 

OTHER 

Position requires occasional night and weekend work. Occasional travel required to visit Head 

Start sites and to attend conferences/trainings. 

 


