
Annapolis Christian Academy

Early Childhood Director Job Description

Annapolis Christian Academy expects employees to seek excellence in their work (Col. 3:23-24). The Early
Childhood Director reports to the Grammar School Principal and is responsible for the overall operation of the Early
Childhood Program (Pre-Kindergarten and Kindergarten).  The position is a full-time salaried position.

I. SPIRITUAL LEADERSHIP

1. The director is expected to be spiritually mature and consistently exhibit/model the spiritual
virtues of love, joy, peace, patience, kindness, faithfulness, gentleness, goodness, and self-control.

2. The director is expected to possess a biblical worldview and to integrate this view in the operation
of the Early Childhood program.

1. The director is expected to submit to the vision, policies, and curriculum established by the school
board and carried out by the Administration of Annapolis Christian Academy.

II. ADMINISTRATION-- The director is expected oversee the daily operations of Early
Childhood Program by:

1. Recruiting, hiring, and scheduling of qualified teachers by recommending candidates to the
Principal and Headmaster for approval for hire.

2. Training teachers through planning and implementing regular professional development
opportunities and in-service programs.

3. Supervising, meeting with, and evaluating teachers through use of classroom observations,
mentoring, and annual evaluations, while maintaining appropriate documentation.

4. Developing efficient administrative procedures for enrollment, student discipline, parent
communication, parent education, and health and safety practices.

5. Overseeing the admission of students to the Program by evaluating students for admission,
participating in family interviews, and making recommendations for acceptance based on stated
policy and developmental readiness—in coordination with the Admissions Office.

6. Coordinating Open Houses and other special events with the administrative team.
7. Overseeing the selection and implementation of curriculum materials which promote the school’s

mission and vision and which are developmentally appropriate.
8. Ensuring student health and well-being by enforcing school and State health policies.
9. Overseeing the evaluation of student progress and the maintenance of student records.
10. Administering student discipline and communicating effectively with parents.
11. Overseeing an aftercare program beyond the morning Pre-School hours to enrich the student

experience.
12. Actively seeking accreditation with an organization in line with the school’s mission and vision.
13. Ensuring a safe and clean environment by coordinating maintenance and housekeeping needs with

the facilities department and meeting state or accreditation requirements.
14. Participating in the budgeting process to identify needs and plan accordingly; coordinating supply

and equipment purchases with the business office within budget constraints.
15. Interfacing with the Business Manager concerning issues which might arise concerning tuition

payment by families.



16. Developing handbook policies for administrative approval to effectively communicate
expectations and program goals to parents.

17. Reporting regularly to the Grammar School Principal concerning parent and student culture,
staffing, student progress, and programmatic excellence.

18. Networking with other Early Childhood Directors at Classical and Christian Schools to stay
abreast of best practices.

III. TEACHING/STUDENT SUPERVISION: The Director will take an active role in participating in the
classroom experience by substituting for teachers when necessary and being a direct instructor during the after
school program.

IV. POSITION REQUIREMENTS: Bachelor’s degree in Early Childhood Education and a minimum of 3
years full-time teaching experience working with young children or Master’s Degree in Early Childhood
Education and a minimum of 1 year teaching experience working with young children. Agreement with the
school’s statement of faith and membership in a local church which substantively agrees with the school’s
statement of faith is also required. Proficiency in Microsoft Office required.

This position will regularly work 8-4:30 or 8:30-5 pm.


