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ABC Child Care Center

DIRECTOR JOB DESCRIPTION
OVERVIEW
The ABC Child Care Center is a newly formed group to respond to the closure of a privatelyoperated licensed child care center in the Trinity United Methodist Church. This group is in the
process of incorporating as a nonprofit and to quickly open a child development center to
provide high quality child care to Coralville and surrounding communities.
The Director provides and coordinates the necessary support, resources, supervision and
leadership to ensure the provision of nurturing care and education to young children in a
group setting at the Center. The Director shall ensure services are provided in accordance
with the goals and curriculum developed for the Center in addition to the policies and
procedures for the Center. The Director will ensure all requirements, licensing needs and
reports required by the Iowa Department of Human Services, and any other State agency, are
completed and filed appropriately. The Director will report to the ABC Child Care Center
Board of Directors with immediate supervision by the Board President.
PRIMARY RESPONSIBILITIES
Establishing Organization:
• Prepare the Center in accordance with policies and procedures and licensing standards
to open.
• With the Board of Directors, prepare and submit relevant documents to become a 501(c)3
nonprofit.
• With the Board of Directors, raise funds to support the opening of the center.
• Prepare and submit licensing documentation with the approval of the Board of Directors.
• Perform other duties as assigned by the Board in order to establish the 501(c)3 status
and open the Center according to Center policies, procedures and licensing standards.
Center Operational Duties:
• Maintain the Center in accordance with policies, procedures and licensing standards.
• Maintain the facility in accordance with Trinity United Methodist lease agreement and
Center policies, procedures and licensing standards.
• Maintain and update, as necessary, all Center records.
• Maintain and update, as necessary, all personnel and operating policies and procedures.
• Prepare all meeting documents for the ABC Child Care Center Board of Directors
meetings, and perform any necessary follow up in connection with all Board meetings.
• Meet and coordinate with representatives of the Trinity United Methodist Church prior to
when events will be hosted on site while the ABC Child Care Center is open.
• Develop and maintain an annual budget in conjunction with the ABC Child Care Center
Board of Directors.
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•
•
•
•
•
•
•

Responsible for bi-weekly payroll and all required payroll duties.
Manage payments to the Center for child care services and ensure prompt payment in
accordance with Center policies and procedures.
Manage all service contracts for the Center and order required items for Center
operations.
Approve and order materials and supplies for classroom programs and activities.
Represent the Center in the community and act as a liaison with other agencies.
Establish and maintain a healthy, safe, and enjoyable working and learning environment
for staff, parents, children and visitors.
Performs other duties as assigned from time to time by the Board of Directors.

Staff:

•
•
•
•
•
•
•
•
•
•
•

Maintain staff as needed for operation of the Center (including interviewing, hiring,
performance reviews, disciplinary actions, etc.)
Responsible for effectively managing and resolving issues with and between the staff,
parents and children.
Interview and hire qualified and certified staff. Provide appropriate orientation, training
and evaluation for all staff on an annual and ongoing basis.
Responsible for addressing personnel matters and implementing solutions that are in the
best interest of the Center.
Supervise staff on an ongoing basis, including the development and implementation of
curriculum plans.
Educate staff on important and relevant information, including but not limited to licensure
requirements and policy changes, through regular staff meetings.
Identify required training opportunities for all staff and make the appropriate
modifications necessary to accommodate all training.
Create appropriate staff schedules which adhere to all state and Center requirements,
including staff/child ratios.
Ensure staff comply with all Center policies and procedures.
Ensure compliance with confidentiality requirements and policies.
Maintain current and accurate staff records (including all requirements for reporting to
the State of Iowa)

Children/Parents/Guardians:
• Ensure all enrollment and discharge information is documented, complete and up-todate.
• Ensure all records are complete, updated and accurate.
• Ensure that the Center meets all DHS licensing requirements. This includes, but is not
limited to:
 Standards of health and safety (Sanitation)
 Learning environment and curriculum
 Nutrition and food preparation
 Physical safety and well-being of children and staff
 Emergency policies and regulations
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•

•
•
•
•
•

Establish and execute policies and procedures that ensure the well-being of children.
This includes but is not limited to:
 Developmentally appropriate curriculum
 Positive behavior management plans
 Safe arrival and departure
Maintain an environment that is tolerant and respectful of child and family cultures,
values and differences.
Establish relationships with individual children and families and be responsive to
requests, comments and concerns.
Provide care in classrooms as needed to meet safety and licensing regulations.
Provide families with information and assistance with community resources.
Report evidence of suspected abuse/neglect to Iowa Department of Human Services.

MINIMUM QUALIFICATIONS

•
•
•
•
•

Must be able to meet and maintain certification through the Iowa Department of Human
Services as a Child Care Director
(https://iowaccrr.org/resources/files/BGP/47%20Center%20Director%20Req.pdf).
Must be at least 21 years of age.
Must have a high school diploma or have passed a general education development test.
Must have work experience working with children.
Must be able to maintain a high degree of efficiency in changing from one task to another
and establishing priorities.

MINIMUM PHYSICAL QUALIFICATIONS

•
•

•

This position is moderately stressful job that requires good organizational and
communication skills. Must be able to perform several tasks at one time. This job requires
the individual to be able to read, write and communicate with staff and parents/guardians.
Position requires constant lifting, twisting, stooping, bending, squatting, kneeling and
reaching. Pushing and pulling may be required. Frequently exposed and subject to:
changes in temperature and humidity, vapor, fumes, odors and infectious disease
conditions.
Must be able to routinely lift 30 pounds.
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Important Questions to Ask when Hiring a Center Director
What information do you feel is most important to share during a pre-enrollment visit?
When interviewing potential client families, what will you be looking for?
How would you handle the following situations?
A staff member is not following through on responsibilities.
You witness a staff member belittling a child.
A parent is behind on a bill.
A parent asks you to spank their child.
A parent is habitually late picking up their child.
A parent brings an obviously sick child to the center claiming the child is well.
You serve a child who needs to be referred to AEA due to developmental
deficit(s).
How do you see the Center as a community partner?
What would you do to sustain and advance the Center as a community partner?
Do you have any grant writing and/or fundraising experience?
Please describe the culture you want for your staff, families and children served.
How would you celebrate successes in the Center (i.e. holiday programs, graduations,
birthdays, etc.)?
How do you see your role managing conflict between staff members? Between staff
members and parents?
How will you keep Board members informed relative to staffing, client families,
funding, and general management issues?
How will you ensure that necessary information is effectively distributed to Board
members? To client and potential client families?
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