
 

 

 
JOB TITLE: Director of Early Preschool 
MINISTRY: CHILDREN’S 
SUPERVISOR: Director of Ministry with Children and their Families 
FLSA STATUS: Full-time / Salaried / Exempt 
WORK HOURS: Monday - Friday during Church office hours with some evening times as programming requires. 
 

 

POSITION OVERVIEW 

 

This position is responsible for management of an NAEYC accredited preschool program, a weekday ministry for 

children ages 18 months through 5 years serving approximately 90 students from 80 families with a staff of 22. The 

Director must be a dynamic, thoughtful, and visionary leader who builds upon the preschool’s current success. 

 

The Director shall embody the values of the Early Preschool where all are seen as unique children of God. God’s 

person for this role will confess Christ preeminent in all things (Colossians 1:18) and will live a life reflecting the 

Lordship of Christ. The Director shall possess the right competencies and initiative to lead with excellence, and is 

someone who desires, above all else, to sow seeds of faith and trust in these young and precious lives. The Director 

shall also embody and execute the mission of the Early Preschool: to support the development of children socially 

and emotionally into life-long learners, and to create a community where children, families, and relationships are 

respected, nurtured, and highly esteemed. 

 

The position is under the general supervision of the Director of Ministry with Children and their Families with 

overall oversight by FPC Pastoral staff. 

 

DUTIES/RESPONSIBILITIES 
 

• Lead EP in all aspects including operations and strategic direction. Work with FPC leadership to review, 

assess and support program strengths, remediating areas of weakness. 

o Communicate values, vision and direction of the EP to staff, families, Oak Hill School and to all 

FPC and its governing bodies.  

o Develop enhancements to promote visibility among prospective parents and community. 

• Maintain Early Learning Program accreditation from the National Association for the Education of Young 

Children (NAEYC) and Three Star Rating and requisite licensing from Tennessee Department of Human 

Services.  

o Maintain usage of “Emergent Curriculum” for all ages served by EP. 

o In addition to core NAEYC principles, maintain EP programmatic emphasis on nature-based play 

and learning making use of abundant FPC outdoor resources. 

o Retain EP Chapel times and Christ-centered program emphasis. 

• Engage parents in robust, supportive, communicative role, fostering a sense of community within EP.  

o Build, direct and oversee parent committees and events.  

o Schedule and encourage parent/teacher conferences.  

o Promote EP with prospective EP families. Lead tours and encourage dialogue. 

• Interview, hire, supervise and evaluate EP staff.  

o Support program for consistent outreach for new qualified staff members.  

o Provide quality training experiences for staff.  

o Regularly conduct teacher observations, providing feedback and guidance ensuring that the 

highest quality standards are in place.  

o Work with FPC Human Resources for current understanding of competitive pay and benefits for 

staff. 

• Develop and maintain administrative and promotional communications including the annual calendar 

(coordinating with other FPC organization schedules) student directory, parent newsletters, material for 

FPC newsletter & website. 
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o Maintain EP Policies and Procedures Handbook required for accreditation and licensing. 

• Work with FPC finance personnel in preparation of annual budget, maintenance of financial records and 

staff payroll. 

o Create and maintain yearly EP employee plan (including salary and benefits within the scope of 

FPC). 

• Understand and implement health and safety procedures including, but not limited to: crisis management, 
fire and severe weather drills, sanitation, illness, first aid and CPR – all items in accordance with licensing 
requirements and with state and local mandates.  Includes all documentation in the various areas in 
accordance with policy and licensing regulations.   

• Attend regular staff meetings and appropriate committee meetings, or other church meetings as 

requested. 

• Other related duties as assigned. 

 
KNOWLEDGE / SKILLS 
 

• Strong leadership, organizational, communication and interpersonal skills. 

• Rules and regulations of Tennessee Department of Human Services for childcare programs. 

• Knowledge and understanding of NAEYC accreditation standards and developmentally appropriate 

practices.   

• Knowledge of developmentally appropriate classroom physical design.   

• Broad range of knowledge of parenting theories and skills. 

• Basic proficiency with the Microsoft Office Suite (e.g. Word, Excel, PowerPoint, Teams, Publisher and 

Outlook). 

• Basic proficiency with database (Ministry Platform desirable), MailChimp, Survey Monkey, and 

WordPress.   

• Basic principles of budgeting. 

• Church policies and procedures. 

 

POSITION QUALIFICATIONS 

 

EDUCATION: Bachelor’s Degree or Master’s Degree in Early Childhood Education or closely related field. 

Confirmation of workshop and continuing education credits pursued to maintain fluency in field. 

 

EXPERIENCE:  

• An active, growing relationship with Jesus Christ. Knowledge of the bible, the Reformed tradition, and an 

ability to integrate the Christian faith into day-to-day work in a way that brings about the advancement of 

the gospel, required.    

• Demonstrated track records of success in 1) early childhood development and education; 2) parent 

communication and satisfaction; and 3) operational excellence are a must.  

• Either a minimum of three years of experience as a Director of an NAEYC accredited program, or a 

minimum of a combined five years as a lead teacher or Assistant Director in a NAEYC accredited Early 

Childhood program, preferred.   

 

SUPERVISORY RESPONSIBILITIES 

 

Supervise the EP Assistant Director, EP teaching staff and volunteers. 
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PHYSICAL DEMANDS AND WORK ENVIRONMENT 
 
The physical demands and work environment described here are representative of those that must be met by an 

employee to successfully perform the essential functions of this position.  Reasonable accommodations may be 

made to enable individuals with disabilities to perform the essential functions.  

 

While performing the duties of this job, the employee is regularly required stand and to move about; to sit for 

extended periods of time; to use hands to operate office equipment and to lift children or supplies up to 40 pounds; 

to interact with children regularly, which may include talking with them, being on the floor with them, picking them 

up and changing diapers; to talk and to hear when interfacing with staff, parents, members of the congregation and 

others in person or on the phone.  Vision within normal ranges is required to read documents, file paperwork and 

to use the computer. 

 

While performing the duties of this job, the employee primarily works indoors in an office and preschool classroom 

setting along with outdoor time on the preschool playgrounds.  The employee may experience elevated noise levels 

in the work environment as well as experience frequent interruptions during the work day that affects one’s ability 

to concentrate on computer tasks, phone calls or other conversations.  The work necessitates being around children, 

babies and their caregivers, which carries with it the possibility of communicable diseases.  Shopping for supplies 

necessitates the use of one’s personal automobile.   

 
ACKNOWLEDGEMENT AND AGREEMENT: Please sign below in receipt and acknowledgment of the above job 

description.  Essential functions of the job described may be subject to change at any time due to reasonable 

accommodation or other reasons. 

 
 
 
 
 ACCEPTED AND AGREED: 

 Employee Signature: ____________________________________  

 Employee Name (printed): ____________________________________  

 Supervisor Signature: ____________________________________  

 Date: ____________________________________  

 


