
Jupiter Christian School 
Preschool Teacher’s Aide/Afternoon Care Provider 

Position Description 
 
A. Primary Purpose 
 
 A Preschool Teacher’s Aide at Jupiter Christian School is responsible for 
 assisting teachers with general classroom duties and supervision 
 throughout the course of the school day.   
 
 The Afternoon Care position assumes the role of primary care giver in the 
 preschool director’s absence. 
 
B. Reporting Structure 

 
 The Preschool Teacher’s Aide reports directly to the Preschool Director. 
 
C. Essential Job Functions 

 
 1. The Preschool Teacher’s Aide is responsible for assisting the   
       teacher in the general duties of the classroom and may include the 
       following: 
 
  a. preparing and filing student workbook pages. 
  b. organizing student materials by labeling and recording 
         the collection of items. 
  c. preparation of classroom projects as needed. 
  d. preparation of classroom displays as needed. 
  e. classroom cleaning as requested. 
  f. additional responsibilities as assigned. 
 
 2. The Preschool Teacher’s Aide is responsible for assisting the   
        Preschool director by performing the general duties of the    
        classroom in the director’s absence and may include the following: 
  
  a. preparing the children for naptime. 
  b. organizing and distributing the Wednesday Note materials. 
  c. managing the collection and distribution of the afternoon  
   snack. 
  d. cleaning up during nap from the daily activities. 
  e. seeing that the nap items are sent home weekly.  
  f. maintaining the nap mats for sanitation and repair. 
  g.        performing carline duties as assigned. 
 
  



3. The Preschool Teacher’s Aide is responsible for assisting the  
  teacher in the supervision and instruction of the students and may  
  include the following: 
 
  a. assisting in small group instruction and supervision. 
  b. assisting in the supervision of students in all events outside      
                                the classroom including breaks, transitions, recess, lunch,   
                                chapel, and field trips, in-house or away.                                 
  c. assisting with the preparation of special events to include 
         parent meetings, parties and programs. 
 
 4. The Preschool Teacher’s Aide is responsible for assisting in the  
  supervision and instruction of the students in the director’s absence 
  and may include the following. 
 

a. substituting in the morning classroom hours in the director’s 
absence.  (A substitute would be called in to cover the aide 
position.) 

b. covering the director/teacher in the event of meetings, 
inspection visits or any other instance of need.    

 
b. evaluating children’s progress. 

 
c. preparing students for special programs.     

 
D. Required Knowledge, Skills and Abilities 

 
 An individual serving as a Preschool Teacher’s Aide must possess   
 the following knowledge, skills and abilities: 
 
 1. Personal faith in Jesus Christ and ability to articulate that faith to  
  others. 
 
 2. Ability to respond professionally to inquiries and complaints from  
  students, parents, faculty and various constituencies of the school. 
 
 3. Outstanding written and verbal communication skills. 
 
 4. Ability to maintain high energy level while managing a variety of  
  tasks and projects. 
 
 5. Ability to adhere to a schedule others are depending on. 
 
 6. Ability to stay focused on the responsibility at hand. 
 

7. Ability to manage time wisely. 



 
E. Background and Experience Qualifications 
 
 A successful candidate for a Preschool Teacher’s Aide position will   
 possess the following qualifications: 
 
  1. Christian Commitment:  Personal faith in Jesus Christ as  
   Lord and Savior and ability to articulate circumstances  
   related to a genuine conversion experience.  The successful  
   candidate must endorse the school’s statement of faith  
   without reservation, and must be a member in good standing 
   at a local church. 
 
  2. Educational Background:  Candidate must hold a Child                  
                       Development Associate or equivalency and must stay  
   current with all department of health and the Association of  
   Christian School International requirements. 
 
  3. Professional Experience:  Minimum of two years experience  
   in areas related to the performance of duties associated with 
   the position.  Candidates with less experience will be   
   considered if administrative approval is granted.  


