
Job Description 
Raymond and Ruth D. Laven Early Childhood Center Associate Director 

at the Sidney Albert Albany JCC (SAAJCC) in Albany, New York 

The SAAJCC seeks an Associate Director for Preschool. 

Definition 

The Associate Director is a full-time position that demonstrates leadership abilities by creating and 
maintaining a positive learning environment for staff and all families enrolled in the preschool. The 
Associate Director assists the Director in operating the center in accordance with JCC policies, 
procedures and state licensing standards to provide an educational, nurturing, and safe environment 
for children, staff and parents. This individual, along with the other Associate Director, is responsible 
for all school operations and assumes all Director responsibilities and duties in the absence of the 
Director. Meets expectations for delivering exceptional customer service to families enrolled at the 
school. 

Responsibilities 

 Duties consist of assisting the director in running the day-to-day operations of the preschool and 
substituting for the director when necessary. The Associate Director should understand and comply 
with the center's rules, as well as state and federal laws and regulations, maintain records of the 
building's administration in accordance to federal, state and local laws. The position prepares 
summary reports for the center and processes inspection and accident reports. The associate 
director should be familiar with the procedures of reporting suspected child abuse to Child Protective 
Services Also, in the absence of the director this position will manage all issues and concerns from 
parents/guardians, conduct parent (guardian) meetings and conduct center tours. The Associate 
Director will assist in the building and management of the annual budget. 

 The Associate Director will be a secondary supervisor for the preschool’s teachers and staff, with the 
primary supervision being that of the director. The Associate Director may be part of conducting 
interviews, as well as hiring and terminating staff when necessary. The position should maintain files 
of all employees at the preschool and monitor and observe staff performances and appearance. The 
Associate Director can contact substitute staff when needed, organize staff shifts, coordinate 
meetings, teach training sessions and take daily attendance rosters. 

 The Associate Director must be CPR and First Aid certified or has the ability to obtain CPR and First 
Aid certification within three months of employment as the associate director. The position much also 
obtain and maintain a MAT (Medication Administration Training) certification. 

 The Associate Director must be able to perform a variety of computer-based tasks to include but not 
limited to creating spreadsheets, preparing power point presentations, ability to calculate payroll data 
such as time worked, leave time, and pay differentials as needed. Also, the assistant director must 
be able to create documents, maintain calendars and track deadlines. 

 The person must have physical strength to lift and carry children and other items weighting up to 50 
lbs. and have the use of arms, hands, legs and feet without any problems. The individual must be a 
self-starter who has the ability to make good judgments for the sake of the center, and is reliable and 
trustworthy. The assistant director must also possess customer service skills such as handing 
telephone calls. 

 The Associate Director will plan and coordinate field trips, assist staff with developmentally 
appropriate practices in early childhood education, help manage behavior issues when they arise, 
participate in and take a leadership role in staff meetings and center wide events. 

 The Associate Director will manage the purchasing of all supplies and materials and coordinate with 
other Associate Director. 

 Other duties as assigned 
General Responsibilities for all Early Childhood Staff 



 Provide for the health and safety of all children in the school. 
 Comfortable speaking in a group setting, such as tour. 
 Provide tender, responsive, quality care, addressing children’s needs. 
 Create a positive, warm, individualized, nurturing, environment for children; encourage inquiry and 

open ended thought. 
 Consistently treat children with dignity, respect and compassion. 
 Create a safe, healthful and secure environment for all children and faculty members. Maintain 

confidentiality. 
 Promote the equitable, fair and consistent treatment of all staff members, parents, and children. 
 Promote, administer and improve the organization’s goals, philosophies, policies and mission 

statements. 
 Provide a safe environment for all children in the school by keeping them in sight and sound at all 

times. 
 Participate in all training programs, conferences, seminars, courses and other aspects of 

professional growth and continuing education provided by the JCC and other outside resources 
Required and Essential (E) Knowledge, Skills and Abilities 

 Ability to drive a motor vehicle (e.g. car, minivan, etc.) (E) 
 Demonstrated effective verbally and written (E) 
 Ability to push/pull objects weighing more than 50 lbs, and lift and carry objects weighing up to 50 

lbs. (E) 
 Ability to stand or sit for long periods of time. (E) 
 Ability to read and speak fluently in the English language (E) 
 Ability to walk and stand for extended periods while walking students to and from various locations 

and performing other duties throughout the work day (E) 
 Ability to run or walk rapidly in an emergency (E) 
 Regular and consistent attendance and ability to work full shift, 5 days per week (E). 
 Ability to respond without delay to needs of young children (E) 
 Ability to sit on floors and chairs, getting up and down quickly (E) 
 Ability to bend from knees and waist to help a child with clothing, shoes or other needs. (E) 
 Ability to maneuver in confined lavatories to aid children with toilet needs (E) 
 Ability to have child lean on staff member as necessary. Ability to reach to elevated shelves, 

including standing on step ladder, and retrieve items by hand (E) 
 Ability to apply pressure directly by hand and using mops, brooms and other implements (E) 
 Knowledge of and ability to use a Personal Computers and common office software including the 

Microsoft Office Suite and other common electronic applications (e.g. Google search, etc.). 
 Knowledge of, or ability to learn, the software program used for registration 
 Ability to organize tasks, develop plans, and implement plans to efficiently meet organizational goals 
 Ability to work effectively in a group task force or other team setting 

Minimum Required Qualifications: 

 Valid Driver’s License 
 BA or BS degree in education, child psychology, or other related field or equivalent work experience. 
 Minimum of 4 years teaching experience with ages 2-5 years 

Disclaimer 

This job description is not meant to be an all-inclusive statement of every duty and responsibility 
which will ever be required of an employee in this position, however, the employee will be held 
responsible for all duties assigned. 

 


