NELSON COUNTY SCHOOLS 
Job Description 
TITLE: CHILD CARE INSTRUCTIONAL ASSISTANT/SUBSTITUTE 
QUALIFICATIONS: Any combination equivalent to: high school diploma, G.E.D. Certificate or demonstrated progress toward obtaining a G.E.D. as required by Kentucky; complete current training in First Aid and CPR; maintain no history of criminal conviction or substantiated abuse or neglect reports by the Cabinet for Families. 
REPORTS TO: Child Care Director 
JOB GOALS: To provide adult supervision during designated non-school hours in a safe, relaxed atmosphere, offering recreation, creativity and socialization to each child, regardless of race, income, creed or ethnic origin. To provide learning opportunities through enrichment activities for educational, social and emotional growth.
PERFORMANCE RESPONSIBILITIES:
Helps arrange room and materials to accommodate the daily schedule, along with daily clean-up.

Assists with developing a list of needed supplies and equipment for submissions to the director.

Receives children at arrival time and dismisses children at departure time, noting any special instructions which parents may provide.

Maintains an accurate count of children in his/her charge.

Conducts the appropriate play and learning activities to foster individual and group activity development; leads children in songs, games and other activities.

Interacts with children during programmed activities, including but not limited to: arts, crafts, snacks, free play, organized games, sports/recreational activity, student time, academic support and group topic discussions.

Maintains involvement in team meetings scheduled by the director.

Adheres closely to time schedule as assigned by the director.

Demonstrates positive and tactful demeanor in all matters concerning students.

Obtains director’s assistance in matters of major discipline problems.

Observes professional and ethical behavior, and practices it at all times on the job regardless of the situation.

Participates periodically in evaluation of duties and performance.

Completes twelve hours of orientation and child development training in the Cabinet for Human Resources approved programs.
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Obtains Commercial Driver’s License, if required.

Demonstrates effective consensus-building and negotiation skills.

Maintains a level of dress that is conducive to physical interactions with children, but that is also professional in appearance.

Maintains high expectations for self, student and staff performance.

Accepts responsibility for completing the Commonwealth Child Care Credential, Child Development Associate and Star for Kids Now Program,

Promotes and supports all areas of academics through enrichment activities.

Accepts responsibility for the operations of the program.

Considers the impact of one’s actions on others.

Performs related duties as assigned.

Demonstrates regular attendance and punctuality. 
Demonstrates interpersonal skills using tact, patience and courtesy.

Utilizes good communication skills, both oral and written.

Establishes and maintains cooperative and effective working relationships with others. 

Works confidentially with discretion.
Adheres to the appropriate code of ethics.
Performs other duties consistent with the position assigned as may be requested by the Director of Child Care or Superintendent.
KNOWLEDGE AND ABILITES: To perform the responsibilities as previously outlined. 
ABILITY TO: Perform as a leader such that student achievement is maximized.
