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Pender County Schools 

Preschool Program 
Administration Office 210 E. Fremont Street 

Burgaw, NC 28425 
Phone (910) 259-7603/Fax (910) 259-7606 

 
 

POSITION: Teacher {Exempt/ Certified} 
 
SUPERVISOR: Principal in coordination with Preschool Education Coordinator 
 
 
EVALUATION: Performance to be evaluated annually in accordance with Board Policy. 
 
 
POSITION SUMMARY: The Teacher is responsible for providing children with a safe and healthy 
learning environment; advancing their physical and intellectual growth; supporting social and 
emotional development; providing positive guidance and discipline; establishing positive 
relationships with families and encouraging their involvement in the education of their children, 
ensuring a well-run purposeful program responsive to participant’s needs; and maintaining a 
commitment to professionalism. It is the responsibility of the Teacher to provide training and 
assistance to the Assistant Teacher in cooperation with the Education Coordinator in developing 
group/individual activity plans, classroom management and procurement of needed teaching 
materials and supplies. 
 
 
QUALIFICATIONS:  
 

1. NC Birth through Kindergarten licensure or PreK Add On.  
 
2. Demonstrated ability to assume primary responsibility for the planning and implementing 

of the daily program for preschool aged children. 
 

3. Documented ability to work well with young children and staff for providing guidance to 
foster optimum development.   

 
4. Ability to provide leadership in classroom setting. 

 
5. Experience with multi-cultural and disabled children preferred. 
 
6. Ability to relate, work and communicate with children and adults from varying sections of 

the socio-economic and ethnic structure of the community. 
 

7. Shall not pose a direct threat to the health or safety of the children or other individuals at 
the center. 

 
8. Must be able to travel independently. 

 
 

REQUIREMENTS: 
 

1. Meet all current childcare employee regulations, background checks, training 
requirements, physical examination (as required by Pender County Head Start or local 
county). 

 
2. CPR and First Aid Certification. 

 
3. Attend pre-service and all In-Service trainings. 
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4. Lifting requirements and floor activities: 

 
a. Lift a minimum of 50 pounds, when necessary due to emergency situations or 

special needs children or periodically through the day depending on the needs of 
the children. 

 
b. Participate in floor activities periodically throughout the day. 

 
5. Work outdoors in various weather conditions for a minimum of one (1) hour daily outdoor 

experience. 
 
6. Work assigned hours; be on time, and to leave at their assigned hour. Beginning time, 

ending time will vary depending upon location of employment. 
 

7. Utilize all safety equipment and procedures in daily operation of the classroom including 
appropriate attire such as non-slip shoes and latex gloves. 

 
8. All employees driving program vehicles must be initially and randomly tested for drug and 

alcohol use. 
 

Responsibilities: 
 

1. Teach safety rules. 
 
2. Provide and maintain a safe environment that does not contribute to or cause 

disease. Monitor cleanliness of classroom. 
 
3. Model appropriate health habits. 

 
4. Promote good health and nutrition; help to provide an environment that includes 

creative health and nutrition planning in classroom lesson plans. 
 

5. Use space, materials and routines as resources for constructing an interesting 
enjoyable environment that encourages exploration.  Arrange rooms in learning 
centers that provide activities that are age and curriculum appropriate. 

 
6. Provide activities and experiences appropriate for the developmental levels of 

children.  Encourage children to ask questions, seek help, and provide activities 
and materials that are challenging to them. Create lesson plans for specialty, 
transition, small group, large group, and Circle Time with input of Education 
Coordinator. 

 
7. Provide a variety of appropriate equipment, activities and opportunities to 

promote the physical development of children.  Allow planning time for outdoor 
play.  Encourage children to develop their senses. 

 
8. Take advantage of everyday conversation in the classroom.  Initiate conversation 

and directions, which provide the children with a feeling of friendliness and 
security.  Be sensitive to, and aware of, the needs of non-English speaking 
children in the group. Listen patiently to all children; tell or read a variety of 
stories. 

 
9. Provide experiences that stimulate children to explore and express their creative 

abilities.  Encourage and plan art, music, dance, and dramatic play, which allow 
children to use their imagination. 

 
10. Help each child to know, accept, and take pride in himself/herself and to develop 

a sense of independence.  Recognize the variety of cultures and ethnic 
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background represented; foster the growth of special needs children in the 
classroom.  Encourage a good self-concept among the classroom team 
members. 

 
11. Help children to demonstrate positive social interactions with classmates and 

peers.  Encourage feelings of empathy and mutual respect among the children 
and adults; model acceptable social behavior, encourage sharing and 
cooperation among children and staff. 

 
12. Provide an environment in which children can learn and practice behaviors that 

are appropriate and acceptable individually and in groups.  Post simple 
classroom rules and a positive daily routine. 

 
13. Encourage an open and friendly relationship with the child’s family.  Address 

each of the children’s parents by name.  Encourage parent to volunteer and 
attend meetings.  Send child’s work and provide activities for children to take 
home to share with parents. 

 
14. Follow the direction of the Director and Education Coordinator regarding 

schedules, lesson plans, assessments, individual educational plans and record 
keeping. 

 
15. Ensure that children are properly supervised at all times. 

 
16. Assist in organizing a list of substitutes in order to ensure adequate adult/child 

ratios at all times. 
 

17. Assist with annual inventory of classroom equipment and materials. 
 

18. Assist Assistant Teachers in providing team planning in area of thinking skills 
including space, shapes, numbers, letters and outdoor exploration. 

 
19. Plan, document and implement experiences required by the Performance 

Standards. 
 

20. Coordinate, document, and implement integration of component event in the 
classroom (assist with handwashing, toileting and tooth brushing, prepare 
children for health services and community visits, eat with the children, include 
parents and families in the plans, etc.) during appropriate times as schedule 
designates.  

 
21.  Report to the Education Coordinator and the Family Resource Specialist any 

assigned child absent three consecutive school days or for more than five days in 
a two week period. 

 
22. Report health needs of the children to the Family Resource Specialist and the 

Education Coordinator. 
 

23. Report suspected child abuse or neglect to the Education Coordinator and the 
Director, and school principal if applicable.  Follow procedures as stated in the 
procedures manual. 

 
24. Report social service needs of the children to the Family Resource Specialist and 

the Education Coordinator. 
 

25. Report suspected disabilities of a child to the Early Intervention Specialist, 
Education Coordinator, and Family Resource Specialist. 

 
26. Support the program in all activities concerning recruitment. 
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. 
27. Coordinate special events, including field trips, guests, etc., planned for their 

children during appropriate scheduled times.   
 

28. Aide in recruiting volunteers. Acquire in-kind contributions from community, 
parents and service providers. 

 
29. Support the Education Coordinator regarding the transition to public school 

procedures. 
 

30. Design and provide individualized parent/child activities for assigned children 
monthly. 

 
31. Support the system for involving parents in the curriculum selection and 

development.  Establish a positive and productive relationship with parents and 
encourage their participation in all center-related activities. 

 
32. Conduct the designated child assessment for assigned children. 

 
33. Participate in the development of individual objectives/individual education plan 

(IEP) based on assessment scores and observation for assigned children. 
 

34. Support the Education Coordinator in the provision of parent/child activities and 
information sheets.   

 
35. Record ongoing observations as anecdotal records system indicates. 

 
36. Monitor classroom activities and documentation to ensure the experiences meet 

Head Start Performance Standards, childcare regulations and Pender County 
policy. 

 
37. Ensure that the curriculum selected for the center is being followed. 

 
38. Provide home visits (no less than two per child per year) or as needed to discuss 

the child’s needs and progress.  Also, provide Parent/Teacher conferences as 
needed. 

 
39. Routinely inspect center facilities for safety, health, and fire violations.  Report 

deficiencies to the Education Coordinator.  Take corrective action when 
appropriate (remove unsafe toys, broken glass, etc.) 

 
40. Participate and assist in emergency-related drills and events such as medical 

and dental accidents, fires, and tornadoes.  Being familiar with posed procedures 
and following them closely is essential. 

 
41. When necessary, ensure the classroom and playground areas are unlocked and 

in proper order in the mornings; locked and in proper order at the end of the day. 
 

42. Perform other responsibilities as may be designated by the Education 
Coordinator. 

 

43. Attend trainings as requested for professional growth and for the benefit 
of the children and families. 

 
44. Maintain daily attendance records, and other forms of record keeping 

deemed necessary or appropriate by your supervisor. 
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45. Maintain standards of confidentiality regarding children, their families, and 
fellow staff members. Accept supervision; actively participate in all staff 
meetings. 

46. Maintain professional attitude and/or demeanor. 
 

47. Participate in staffing of special needs children when applicable. 
 

48. Monitor care and usage of equipment and supplies. 
 

49. Performing minor janitorial duties (like cleaning your office area) will be 
required periodically. 

 

50. Performs 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. 
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