
 

Pender County Schools 

Preschool Program 
 

 
POSITION: Education Coordinator, Supervisor for Preschool Classrooms 
 
SUPERVISOR:     Preschool Director 

 
Terms of Employment: 11 months  

 
EVALUATION: Performance to be evaluated annually in accordance with Board Policy. 
 
POSITION SUMMARY: Assist the Director in the coordination of the day to day operations of an effective 
education program for the children and families.  The Education Coordinator ensures that all preschool 
classrooms are delivering comprehensive and age appropriate services. This position participates fully as a team 
member to implement program and school readiness goals, record and track child outcomes, monitor progress of 
children and provide a smooth transition into kindergarten.  Must supervise all education classroom staff and 
conduct state approved evaluation tools on each individual along with providing ongoing training.   
 
QUALIFICATIONS:  

 BA or BS in Early Childhood Education, or Birth through Kindergarten licensure, or Preschool Add-on, 
and classroom experience working with pre-school children. 

 Demonstrated leadership – ability to supervise, guide, and motivate staff.  

 Team player in all events and demonstrate proactive leadership skills by exercising sound judgment and 
self-control and growth by constructive criticism. 

 Must be able to travel independently. 

 Ability to effectively present information and respond to questions from groups of managers, clients and 
the general public.  

 Experience with varied computer software applications. 
 

REQUIREMENTS:  

 Meet all current childcare employee regulations - background check, training requirements, and 

physical/health examination (as required by Pender County and/or Head Start regulations).  

 Valid NC Driver's License and reliable automobile. 

  Willingness to work some weekends and evenings if necessary.  

 The position requires travel to various schools.  It requires some out-of-county travel to attend regional, 

state and or national workshops and meetings. 

 Able to lift at least 50 pounds.  

 ALL employees driving program vehicles must be initially and randomly tested for drug and alcohol use. 

 Must maintain strict confidentiality.  

 
RESPONSIBILITIES: 

 Carry out goals, policies and activities to implement objectives, Performance Standards, childcare 
licensing requirements, and federal and state regulations. 

 Work closely with other preschool staff to ensure smooth transitions into and out of preschool. Coordinate 
delivery of preschool records to appropriate public school.  Collaborates with public school staff as 
needed to provide continued support to preschool graduates.  

 Ensure information is translated into Spanish, as necessary, for families and serve as a resource for staff.  

 Ensure that staff develops age appropriate activities and experiences for intellectual growth, utilizing 
designated curriculum, assessment tools, and IEPs. 

 Ensure that staff uses positive techniques of guidance, including redirection, anticipatory strategies, and 
positive reinforcement rather than comparisons or criticisms. 

 Participate in the education component self-assessment process in coordination with the director, Policy 
Council, parents and appropriate staff members. 

 Demonstrate appropriate teaching strategies and provide curriculum support to all preschool classrooms. 

 Provide teachers with information on early childhood strategies that will contribute to their educational and 
social development as described in the Pender County Board of Education Policy Manual and standards 
assigned by the Department of Public Instruction. 



 

 Oversee the daily operations of the classrooms; ensure that the classrooms are supplied with the 
necessary equipment, materials and supplies.   Process purchase orders following purchasing 
procedures.  Ensure up-to-date inventory, including the ordering, buying and stocking of supplies, if 
deemed necessary by the director. 

 Train staff to develop good classroom management techniques including lesson plans, and schedules.  
Train staff to work effectively in communicating with parents, ensuring sensitivity to the cultural, ethnic 
and social diversity among the population served.  

 Monitor classroom activities and documentation to ensure the experiences meet Head Start Performance 
Standards, childcare regulations and Pender County policy. 

 Assist with center level orientations and open house meetings for children, parents or families and staff to 
get acquainted, visit the center and classroom and to answer questions.  Assists children and families to 
adjust to Head Start routines and activities.  

 Support the system for involving parents in the curriculum development, goal planning and school 
readiness goals.  Establish a positive and productive relationship with parents and encourage their 
participation in all center-related activities.  

 Accept supervision; actively participate in all staff meetings. 

 Develop and maintain accurate records on the Monthly Component Report, Written Plans, School 
Readiness Goals and Program Information Report. 

 Ensure that ongoing assessment of children includes the collection of information on all required domains 
of Child Outcomes. Ensure that assessment is done three times per year on each child. Analyze Child 
Outcomes to create next steps for future growth and progress. Submit all three Child Outcomes Reports 
to the director.  

 Routinely visit schools for monitoring purposes and administer ongoing Education Staff Meetings when 
needed. 

 Serve on assigned community committees as requested by the director. 

 Support the program in all activities concerning recruitment. Assist in planning and participate in 
preschool registration. 

 Coordinate with Early Intervention Specialist to ensure developmentally appropriate classroom 
environments and curriculum for enrollees who have a diagnosed disability and/or a behavioral/social-
emotional need. 

 Participate in training and other programs relevant to the job and an annual program assessment. 

 Position requires travel from central office to various schools.  It requires some out-of-county travel to 
attend regional, state and or national workshops and meetings. 

 Perform minor janitorial duties (such as cleaning your assigned office area) will be required periodically. 

 Perform other job related duties as required or assigned. 
 
“We are an Equal Opportunity Employer. We do not discriminate on the basis of race, religion, color, sex, age, 
national origin, disability or sexual orientation”. 
 
 
 
Employee’s Signature:__________________________________________Date:___________ 
 
 
 
Director’s Signature:______________________________________ Date:__________ 
  


