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RECRUITMENT WORKSHEET

Job Title: Head Start Teacher Assistant (Haywood and Jackson County Date:

Position Summary: Looking for a career change. Mountain Projects, Inc. Head Start/Early Head Start
program is looking for an individual who cares about their community and wants to make a difference and
improve the lives of children and families.

Minimum Qualifications: Child Development Associate Certificate or Preschool Certificate

Preferred Qualifications: Early Childhood Education degree from an accredited community college.

Type of Skills Needed: Ability to work effectively with coworkers, parents, and children; ability to work
effectively with diverse populations; uses good judgment in making decisions;computer skills; able to
multi-task and problem solve.

Other requirements, if applicable:_Must have an adequate vehicle, valid driver license and insurance;

local travel sometimes required, must occasionally go into homes of Head Start children for home visits;

Criminal background checks along with random drug testing.

Rate of Pay: $ t3.15-
Part-time: Hours per week:

Full time: Months per

15.50 $ (32,802 to $36,976 including fringe benefits)

year: l0 months

Canton and KneedlerLocation of position

Notes:

Sources to use:

Internal: Referral:

Search:

Agencies

Other:

Professional

Supervisor

ra,
Date Executive Director si gnature Date

4ls L.v

Ads

Program Manager signature Date

2177 Asheville Road Waynesville. NC 28786
828 452 t447
25 Schulman St.. Sylva. NC 28779
828 586 2345
mountainprojects.org
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JOB DESCRIPTTON
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Et-fcctive Dalc: 4ll7l20l4 Revision Dttr: 4l2ll2ll2l

\amc
.lob Title:
Program:
Supervisor:

Head Start Teacher Assistant

Head Slart
Education/Disabilities Coordinator

Position Overview: (Primary Function) Non Exempt Position

To assist direct and implemen t all educational and developmental aspects of the Head Start P am in the classroom.

Resoonsible to the Center Supervisor for implementa n of the Head Start Performance Standards and North

Carolina Child Care regulations pertaining to the operation of the assigned classroom.

Project Work Description: (Essential Functions: Critical features of this job are describcd under thc headings below

They may he subject to changc at any timc due 1o reasonablc accommodations or othcr reasons.)

l. Assists in the rqsponsibility Ior the prinrary carc of children enroll cd in classroom

2. Demonstrates respect lbr each child's background by incorporating thc cultuml, lingu istic, tarnilial valucs ofcach lamily

3. Works with the teacher to implcment Creative Curriculum into the classroom with lidclity.

4. Provi(lcs a respecttll and inviling cnvironmcnl lirr childrcn 10 lcant and tcel sale

5. Works with thc teacher to develop and utilize daily lesson plans. across all domains that is developmcntally a ropriate for all children

6. Works with teachcr to adapt the curriculum to addrcss and meet individual goal s tbr children as well as children idcntiftcd with special needs

7. Documentation tbr Teaching Strategics Gold will be ongoing throu hout the year and objcctivc

8. Maintain accuratc and up-to-date records, including assessments, rcnt contacts, attendance, CACFP, and In-Kind

9. Follows MPI, Head Slart's aclive supervision policy by defensive positioning on thc playgro und and counting cvcry l5 minutcs

10. Conducts two parent-teacher conltrences and two homs visits to share infbrmation with parents rega rding their child

ll. ls rcsponsible tbr maintain a clcan and sanitized cnvironntcnt, including tbllowing MPVHead Stan's Covid Policy

12. Pronrotcs g0od hcalth prac tices and contributes to the prevention ol'illnesscs

13. Helps children devclopment good eating habits using lhmily sty le dining and sitting with the children during meal times

14. Implements CACFP rulcs and regu lations and nraintain accuratc rccords. including point ol rncal scrvicc at lintc of mcal

15. Keeps accurate children's records and files arc organized by Child Filc Checklist

16. Palticipatcs in ongorn.e in-service and cducational development opportunities provided by the agency

17. Adhcres to Mountain ProJ ects, lnc. policy and procedures including monitoring cell phone usage

18. Plays a supp lemental role in motivation and assisting parents in any way. includin,e volunteerism

19. Activcly rccruits children for the Head Start/Early Head Start programs

20. Rcpon to managers immediately any suspicion of waste, liaud, abuse of any agency program propert , supplies, ctc

Mr*ntain Pnjecrs. Int. h)b Des(ripti)n

nts that may require or be deemcd advisable by supervisor21. Any other iob related assignme
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Minimum
' Qualifications:

t *Preschool Certiticate tiom an accredited communilv college in Early Education

*AA degree in Early Childhood is requiredPreferred

Qualifications:

3. Skills/Attributes: *Worki with tamilies t-rom diverse cconomic, social and educational bac unds

* Strong verbal and writtcn communication skills
*Workin u.ith local ies who servc Hcad Start children and tamilies

4. Essential Functions: *Responsible fbr all aspccts ol thc Head Starl Pcrfonnance Standards & NC Child Care rcgulations

'FRcsponsible tbr own work. but coordination with Head Start stalT will be necessan at times
*Workin-e with lamilies lrom diverse economic, social and educational backgrounds
+Dili ncc must bc racticed continuousl and 1o maintain confidcntialit al all times

5. Physical Demands: Normal office environment with bending and stooping?

If no. describe demands.
*Frequent lifting of 40+ lbs.

Yes No

*occasional heavy lifting of 50+ lbs. or moving objects such as tables and chairs
*Frequent periods oI sitting, pulling, reaching and knccling to meet the needs of the children

*Working tiom home to p rovide remote services to children and tamilies if neccssary
*Go into homcs o[ Head Start children tbr homc visits
*Local and out of town travel with overnight stays are sometimes required

7
Mental and Visual
Demands: *Valid Nonh Carolina Driver's license with appropriate insurancc coveragc rcquired

+Frequenl mental and visual atlcntion required while roblem solving

Mrnntain Pntject.r. In(. Job D(soiptbn

to handle stress associated with mana le tasks

Pag? 2

+ A hilir mcnt of multi

2.

6, Work Environment: *Schcdulcs may vary Irom thc standard; supervisors will advise of specillc hours of work
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Equal Opportunity Employer
Mountain Projects, Inc. is an Equal Opportunity Employer. All qualified applicants will receive consideration
tbr employment with regard to race; color; religion; sex, sexual orientation; gender identity; or expression; national
origin; age; disability; genetic inlormation, political affiliations; National Guard; or veteran status, consistent applicable
t'ederal, state, and local laws, and regulation.

Direct Supervisor:

Employee Signature Date
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