
St. Paul’s Plus Preschool is excited to announce an opening for a 75% full-time afternoon assistant 
position for the 2018-2019 school year.  
 
St. Paul’s Plus Preschool 
 
Founded in 1989, St. Paul’s Plus Preschool, the preschool division of St. Paul’s School for Girls, is an 
independent, co-ed preschool enrolling over 100 children ages six weeks to pre-K.  The goal of St. Paul’s 
Plus is to provide a program to promote the growth – emotionally, socially, physically, and intellectually 
of each child at his or her own pace. Every effort is made to identify and fulfill the individual needs of 
each child so that he or she may realize his or her full potential. At the heart of the program is the 
knowledge that children need to feel safe and loved in order to reach out to the world around them. By 
demonstrating a positive, loving environment, our teachers help children build a bond of trust and care 
that forms a foundation for life-long learning. 
 
Position Description 
 
Under the guidance of the Executive Director, the primary responsibility of this position is to support the 
Lead Teacher or Co-Lead Teacher in our preschool implementing developmentally appropriate activities, 
playground supervision and assisting during lunch, naptime and snack.   This person is a senior staff 
member and has their 90 hour certificate.  This position will be expected to work 11:30am – 5:30pm, 
Monday through Friday.   
 
Responsibilities  
 
The Afternoon Assistant Teacher’s responsibilities include but are not limited to, the following: 
 

• Model discipline techniques, communication skills and daily interactions with children after the 
teachers who are following policies set by the Executive Director (Conscious Discipline) 

• Maintain an active role in classroom management and attending to children's needs as directed by 
Lead Teacher 

• Support in planning and implementing activities and participating in parent conferences 
 
In addition to the above, you can expect to be supportive of the following, depending on the time of day 
that you are here: 

 

• Serving and cleaning up breakfast, lunch and snack 

• Preparing for and cleaning up after art and other special projects 

• Keeping all supplies replenished - cups, plates, paper, glue, etc. and being sure all equipment is 
in good repair (no missing or broken pieces, etc.) 

• Getting cots ready for rest-time and then putting them away 

• Monitoring rest by rubbing backs and helping children relax 

• Being sure room is cleaned and picked up before leaving at the end of the day (all centers 
checked, tables cleaned, chairs stacked etc.) 

• Disinfecting tables, chairs, sinks etc. when necessary 

• Assisting in keeping children happy and safe indoors and out 

• Being attentive to parents' needs and directing them to proper sources for problem-solving 

• Getting books from the library on occasion 



• Being sure children are washing their hands regularly and practicing good bathroom procedures 
or attending to regular diapering needs when appropriate 

• Assisting in room decorations and displaying art work 

• Keeping a regular check on children for signs of illness 

• Greeting the parents and building rapport, communicating with them daily about their child’s 
day 

• Communicating positively and non-defensively with parents 

• Maintaining strict levels of confidentiality at all times 

• Attending all required staff events 

• Helping to collect documentation for Portfolios and Tadpoles 

• Establishing a professional, respectful and friendly rapport with students, co-workers and staff 

• Willingly perform any other program related tasks the lead teacher, Executive Director, or 
Assistant Director determines necessary 

• Assisting the Executive Director and Assistant Director in remaining compliant with licensing 
regulations and fulfilling accreditation requirements 

• Completing a minimum of 12 hours or more of continued training per year to maintain 
appropriate level of credentialing along with CPR/First Aid training 

• Reporting activities to the Assistant Director/Head Teacher, including conflicts, incidents, 
questions, or concerns with students or staff 

• Handling daily issues with children (behaviors, feeding, changing, discipline/redirection, minor 
first aid, dressing/undressing, etc.) 

• Helping complete regular assessments of each child in the program, according to schedule set by 
the Executive Director 

• Assisting with planning special events for children and parents 
 
All staff is expected to have a positive attitude, good communication and interpersonal skills, and the 
ability to be resourceful and respectful.  Staff must be capable of dealing with multiple tasks while 
maintaining composure and be able to work independently and without constant supervision. 
 
This position is 75% full-time and a 12 month position.  Salary is commensurate with experience.  The 
successful candidate is eligible for full benefits package including, but not limited to, medical, dental, 
vision, disability, flexible spending and 403(b).  Additional benefits include AFLAC, free lunch, dry 
cleaning service delivery and fitness center.   

To apply for the position, please forward cover letter, resume and list of references to Shannon Duckett, 
Human Resources Director, at sduckett@spsfg.org.  SPSG is an equal opportunity employer.    
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