
 
 

 

MCGAW YMCA JOB DESCRIPTION 
IDENTIFICATION: 

 

Job Title:  Head Start Assistant Teacher  Department: 71 
 
Classification:  Non-Exempt  Full or Part-time: Full-Time 

 
Reports to: Director Head Start            Revision Date:  
 

POSITION SUMMARY:  

The assistant teacher works with the teaching team to implement and supervise activities in accordance 
with specified program standards that may include National Association for the Education of Young 
Children (NAYEC), Head Start, Prevention Initiative (PI)/Preschool for All (PFA), Infant/ Toddler 
Environment Rating Scale (ITERS)/ Early Childhood Environment Scale (ECERS), Classroom Assessment 
Scoring System (CLASS), and McGaw YMCA operational policies. This position requires active participation 
with other members of the teaching team, and parents to assess and address the needs of individual 
children and ensure that the child’s and family’s needs are supported. 
 
JOB QUALIFICATIONS 

- An Associate of Arts Degree in Child Development, or related field with eighteen (18) hours of early 
childhood education credit and/or Child Development Associate (CDA) credential or state awarded 
certificate that meets or exceeds the 120 hrs. Professional Development requirements for CDA 
certificate. 

- At least one year of experience in a teaching position. 

- Ability to effectively interact with the children and/or lift them if necessary. 

- Works effectively in a team-orientated and collaborative environment. 

- Ability to communicate effectively with children, parents, and staff. 

- Must have valid driver’s license and auto insurance when the position requires an employee to 
operate a motor vehicle. 

 
ESSENTIAL FUNCTIONS: 

Relationships:  Building relationships is the primary purpose of every job within the McGaw YMCA.  We 
strive to create and maintain a friendly, welcoming environment for all members, volunteers, donors, 
guests, and staff. 

Culture of cleanliness:  Each of us represents “management” to our members.  If I see a mess I will clean it 
up.  I will take ownership of the problem, and not pass it to someone else. 
 

To establish and maintain a safe and healthy environment 
1. Ensures the safety of all of the classroom children at all times by maintaining a safe and healthy 

environment both indoors and out, and having children within eye sight at all times. 
2. Promotes healthy eating practices through facilitation of meal times, classroom activities, and modeling 

of positive eating habits. 
3. Assists the lead teacher in updating bulletin boards at least bi-weekly with new activity 

documentation. 
4. Maintains a clean and orderly learning environment. 
5. Assists in maintaining daily sign in and out sheets and release children only to authorized 

persons. 
6. Responds to illness/injury according to The McGaw YMCA Administration Manual. 



  
To advance physical and intellectual competence of children 

1. Assists teaching team in developing lesson plans within the established curriculum guidelines.  
2. Uses equipment and materials for indoor and outdoor play that promote children's physical 

development. 
3. Involves children and parents in planning and implementing activities. 
4. Assists in the planning and implementation of experiences that promote children's language and 

literacy development. 
5. Assists in the planning and implementation of activities that promote children's acquisition of 

number concepts. 
6. Actively participates in all scheduled gym and swimming activities. 

 
To support social and emotional development and provide positive guidance 

1. Uses and promotes positive guidance techniques and supports children in resolving conflicts in 
accordance with NAEYC guidelines and the McGaw YMCA Guidance and Discipline procedure.  

2. Assists in providing a wide variety of creative and expressive activities. 
3. Implements routines with smooth transition periods that are sensitive to the developmental 

levels of the children in the group. 
4. Communicates with children at their developmental level. 
5. Encourages children to be independent. 
6. Creates a warm, accepting atmosphere for children. 

 
To establish positive and productive Family Partnerships 

1. Communicates with parents through written notes, classroom newsletters, parent conferences, 
and oral communication. 

2. Supports children and families through times of transition (i.e. going to kindergarten, moving to 
new community, death or divorce in family). 

3. Assists in maintaining an up-to-date parent information board and ensures that parents receive 
outgoing information. 

 
To ensure a well-run, purposeful program 

1. Assists in completing daily attendance reports. 
2. Assists in completing Food Program/USDA documentation daily. 
3. Actively participates in team and center staff meetings. 
4. Adheres to and maintains all DCFS regulations and McGaw YMCA policies and procedures. 
5. Maintains punctual and reliable attendance. 
6. Actively participates in Open Houses and Family Fun Events as needed. 
7. Completes other tasks as assigned.  

 
To maintain a commitment to professionalism 

1. Promotes the philosophy, mission and educational objectives of the McGaw YMCA Child Care 
Center. 

2. Engages in ongoing staff development to improve professional skills and achieve/or maintain 
credentials 

3. Attends Team meetings monthly to evaluate the quality of classroom services. 
4. Attends workshops, and in-service training provided by the McGaw YMCA CCC. 
5. Adheres to the confidentiality policy, sharing confidential information only with those staff 

members who need the information to perform their jobs 



6. This position calls for a strong commitment to the YMCA movement and the Mission of the McGaw 
YMCA. Candidates must share our commitment to diversity, have demonstrated their commitment 
in their professional lives, and will help lead our on-going Diversity Initiative efforts. 

 
ACCOUNTABILITIES: (end results that job should achieve) 

 A developmentally appropriate curriculum will be implemented in the assigned classrooms. 

 All program areas will be safe and well maintained. 

 Regular communication with parents will occur. 
 Children and families will feel supported by Center administrative and teaching staff 

 
DIVERSITY:  The McGaw YMCA seeks to be known for practicing inclusion by valuing the diversity of all 
people within our association and the communities we serve. 

BUDGET FOR WHICH THE POSITION 

IS RESPONSIBLE FOR: 
EXPENSE: INCOME: 

NUMBER OF STAFF (VOLUNTEERS) 

SUPERVISED: INCLUDE 

SEASONAL PERSONNEL AS PART 

TIME 

MCGAW YMCA LEADERSHIP COMPETENCIES (Highlight one): 
 

 Leader* Team Leader Multi-Team Leader Organizational Leader 
 

Values Accepts and demonstrates 
the Y’s values. 

Models and teaches the Y’s 
values. 

Reinforces the Y’s values 

within the organization and the 
community. 

Incorporates the Y’s mission 

and values into McGaw’s vision 
and strategies. 

 
Community 

Demonstrates a desire to 
serve others and fulfill 

community needs. 

Ensures a high level of service 
with a commitment to 

improving lives. 

Effectively communicates the 
benefits and impact of the Y’s 

efforts for all stakeholders. 

Ensures community 
engagement: promotes the 

global nature of the Y. 
 

Inclusion 
Works effectively with people 
of different backgrounds, 

abilities, opinions and 

perceptions. 

 
Champions inclusion activities, 

strategies, and initiatives. 
Develops strategies to ensure 
staff and volunteers reflect the 

community we serve. 

Advocates for and 
institutionalizes inclusion and 

diversity throughout McGaw. 

 
Relationships 

 
Builds rapport and relates 

well to others. 

 
Builds relationships to create 

small communities. 
Builds and nurtures strategic 
Relationships to enhance 

support for McGaw. 

Initiates the development of 
relationships with influential 

leaders to impact and 

strengthen the community 
 

Developing Others Takes initiative to assist in 

developing others 
Provides staff with feedback, 

coaching, guidance, and 

support. 
Provides tools and resources 

for the development of others 
Ensures that a talent 

management system is in 

place and executed effectively. 
 

Decision Making 
Makes sound judgments, and 
transfers learning from one 

situation to another. 

Provides others with the 
frameworks for making 

decisions. 
Integrates multiple thinking 
processes to make decisions. 

Possesses penetrating insight 
and strong strategic and 

critical thinking skills. 
 

Change Capacity 
Demonstrates an openness 

to change, and seeks 

opportunities in the change 

process 

Facilitates change; models 

adaptability and an awareness 

of the impact of change. 

Creates a sense of urgency 

and positive tension to support 

change. 

Effectively drives change by 

leveraging Resources and 

creating alignment to expand 

organizational opportunities. 
*Leader is the category for all McGaw employees who are not supervisors, managers, directors, etc. In this regard, ALL McGaw employees are 

leaders. 

 
ABUSE RISK MANAGEMENT REQUIREMENTS (Highlight one): 

 

For employees who directly supervise youth For employees who do not directly 
supervise youth 

For supervisors and administrators 

Adheres to policies related to boundaries with 
youths 

Adheres to policies related to boundaries with 
youths 

Follows employee screening requirements and 
uses screening instruments to screen for abuse 

risk 
Attends required abuse risk management 

training 
Attends required abuse risk management 

training 
Provides employees with on-going supervision 

and training related to abuse risk 
Adheres to procedures related to managing high-

risk activities and supervising youths 
Reports suspicious and inappropriate behaviors Provides employees with regular feedback 

regarding their boundaries with youths 
Reports suspicious or inappropriate behaviors 

and policy violations 
Follows mandated abuse reporting requirements Requires employees to adhere to policies and 

procedures related to abuse risk 
Follows mandated abuse reporting requirements Adheres to job specific abuse risk management 

responsibilities 
 Custodians—ensures unused locker 

rooms and closets remain locked; 

routinely monitors high-risk locations 

 Front desk personnel-ensures youths 

are properly signed in and out, ensures 

only authorized adults are allowed in 
the facility, etc. 

Responds quickly to policy and procedure 

violations using the organization’s progressive 
disciplinary procedures 

  Responds seriously and confidently to reports of 

suspicious and inappropriate behaviors 
  Follows mandated reporting requirements 
  Communicates to all employees the 

organization’s commitment to protect their 
youths from abuse 

  Reports essential abuse risk management 

information to the board of directors. 
QUALIFICATIONS (Including requisite computer skills): 

WORKING CONDITIONS (Check all that apply): 



 X   
Walking 

   X 
Crouching 

 X   Lifting 
(25lbs) 

  X  
Sitting 

 X   Stooping   X  Kneeling 

 

   X Climbing XStanding XCarrying (25lbs) XPulling (25lbs)  X   Pushing (25lbs) 
 

  X  Other: Other:   
 

I understand and agree to the above job as outlined in the above job description. 
 

 

Team Leader Incumbent 
 

Date:    Date:    
 

The Y: We’re for youth development, healthy living, and social responsibility.



 


