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The Florida United Methodist Children’s Home, a Nonprofit organization, 

is currently seeking applicants for the following position 

Lead Infant/Toddler Teacher 

 
 

     

 

 

SUMMARY 

The primary role of the Child Care Lead Teacher of the Florida United Methodist Children’s Home is to help 

provide for the individual needs of the child in care by being a support to teachers and aides. The Lead Teacher must 

have the personality and ability to provide leadership and stability for program continuity. The Child Care Center 

Lead Teacher is directly responsible to the Director of Child Care. 

 

 

EDUCATION AND/OR EXPERIENCE 

The qualifications of Lead Teacher must include a CDA or higher level of education and 5 years experience in early 

childhood education which includes curriculum planning and implementation. 

 

QUALIFICATIONS 

 To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  

The requirements listed below are representative of the knowledge, skill and/or ability required.   

 Reasonable accommodations may be made to enable individuals with disabilities to perform the essential 

functions.   

 Must have sensitivity to the service population’s cultural and socioeconomic characteristics. 

 

 

PRIMARY DUTIES AND RESPONSIBILITIES 

The responsibilities of the Child Care Lead Teacher of the Florida United Methodist Children’s Home include the 

following: 

Planning 

 Implement the program for the classes in accordance with the policies, procedures, schedules, scope and 

sequence and philosophy of the center 

 Collect and review lesson plans.  

 Supervise lesson plan content to meet program goals and individual needs of children. 

 Offer suggestions and resources for lesson plans. 

 Gather materials needed by teachers. 

 Place a material need order, when necessary, to office. 

 After reviewing lesson plans, turn copies in to director. 

 Plan with teachers to gear the program and activities to the needs of the individual children with concern 

for their interests, special talents and individual style and pace of learning. 

 Keep personal log as reference for teacher needs, concerns, program requirements, and problems of any 

kind. 

We are a faith-based organization, creating an atmosphere which enables children  

and families with special needs to experience God’s love and care  

as presented in the life and ministry of Jesus Christ. 
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 Involve parents in the program. 

Room Maintenance 

 Responsible for the ordered arrangement, appearance, décor, and learning environment of the classrooms 

and central area. 

 Complete a weekly report of room and building condition and cleanliness.  Document upkeep of bulletin 

boards and room decorations. 

 Forward information concerning broken equipment, toys or other dangerous situations from teachers to 

director. 

 Periodically inventory room supplies such as scissors, books, manipulative and desk equipment. Keep 

record of the inventory for review with management or teaching staff. 

Staff Training 

 Train new staff on school policies pertaining to schedules, proper lesson planning, interaction with 

students, being a team player, and teaching techniques. 

 Instruct and train staff in proper cleaning techniques. 

 Model classroom management for new teachers. 

Staff Interactions 

 Treat staff with respect and in a professional way. 

 Ensure smooth coordination of all classroom activities and staff and student inter-relationships. 

 Make weekly contact with team teachers for the purpose of planning, and area and individual child 

development needs. 

 Attend and speak at monthly area meetings in which area teachers will plan for upcoming month, discuss 

problems in their area and progress with individual children. 

 Assist teachers in handling problem children.  (Discuss possible solutions and determine a detailed 

individual plan.  Written documentation in detail is required.) 

 Discuss area and teacher accomplishments and problems with director in weekly meeting.  Make 

suggestions on staff trainings. 

 Keep informed of injuries and illnesses of children and staff in a timely but convenient manner. 

 Keep a record of reasons for student absences. 

 Read class logs daily and initial and document ongoing situations. 

 Provide support for staff by communicating daily and meeting needs.  Be a team builder. 

 Stop any negative interact between staff. 

Parent/Child Interactions 

 Treat children and parents with dignity, compassion and respect.  Always remain objective. 

 Inform parents of child’s progress and adjustment in a positive manner. 

 Assist in explaining the program to visitors.  Tour school with prospective parents. 

 Assist the director in parent-school relationships. 

 Conduct or supervise head lice and other exams periodically and report to the director. 

Paper Work 
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 Prepare weekly area maintenance chart. 

 Provide monthly meeting input. 

 Turn in lesson plans. 

 Provide teachers with material needs order form and return to director for approval. 

 Document parent contact regarding child and any problems or concerns. 

 Document area problems. 

 Obtain and convey input on Staff Evaluations to director. 

 Collect and turn in time cards in the absence of director. 

 

 

SUPERVISORY RESPONSIBILITIES  
This position has supervisory responsibilities.  

 

 
The Florida United Methodist Children’s Home does not discriminate on the basis of race, color, creed, national origin, sex, religion, age, 

disability, veteran status, marital status, or any other status protected by law except where such protected category is a bona fide occupational 

qualification (BFOQ), to the extent that someone’s needs can be addressed and cared for within the scope of program services with the financial 
resources of the agency.  FUMCH makes services accessible and available for persons with communication challenges.  Equal Opportunity 

Employer, Drug Free Workplace. All applicants must be able to pass a Federal background screen, drug screen, and driving screen.    
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