
Support Staff Position Description

EMPLOYED BY:

Northland Kindergarten Association

POSITION:


Support Staff
RESPONSIBLE TO:
Senior Teacher and Head Teacher
RELATIONSHIPS WITH:
Kindergarten teaching staff  




           Senior Teacher/ PPM/ OM




Association Staff                





Parents/Whanau and children 





Prospective parents / whanau and children

PRIMARY OBJECTIVE:
To assist teaching staff in achieving the Association goal of providing quality early childhood education by working as part of the staffing team.
SKILLS DESIRABLE:
· Skills in IT and administration including finance & accounts
· Be able to maintain confidentiality regarding staff, children, families and whanau

· Be an effective communicator including clear, appropriate speech and handwriting

· Be adaptable & approachable 

· Able to work independently as well as part of a team

· Pleasant phone manner
· Enjoy being around children
· Good time management and organisational skills
TASKS INCLUDE:
Human Resources:

· Establish good working relationships with staff, children, families and whanau

· Understand and work to the policies and procedures of the kindergarten and the Association.
· Induction of new whanau / families
Administration/computer:

· Manage invoicing, receipting, fees
· Assistance with enrolment management in collaboration with Head Teacher
· Manage grant applications
· Maintain records accurately both manually & electronically using Info care system
· Manipulate digital data
· Project management

· Communication management

· Order equipment and supplies

Environment:
· Assist with maintaining a clean, tidy & hygienic environment throughout the centre
Duties as required by the Head Teacher of the Centre.
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