The Church of Saint John Neumann
__________________________________________________________________________________

4030 Pilot Knob Road

Eagan, MN  55122

(651) 454-2079   FAX (651) 454-0860   www.sjn.org

POSITION DESCRIPTION

Date: 
June 2, 2021
Position Title: 
Puddle Jumpers Childcare – Childcare Attendant
FLSA: 
Non-Exempt 

Reports To: 
Childcare Director
Direct Reports: 
None

Receives Work Direction From:   None
Provides Work Direction To: 
None

Resource Person To: 
 

Part-Time without benefits 

Purpose of Position:  Provide a nurturing and safe environment for children who are cared for in St. John Neumann Puddle Jumpers Childcare.
General Responsibilities 
*Employment in and by the Church is substantially different from secular employment.  Church employees must conduct themselves in a manner which is consistent with and supportive of the mission and purpose of the Church.  Their public behavior must not violate the faith, morals or laws of the Church or the Archdiocese, such that it can embarrass the Church or give rise to scandal.  It is preferred that this employee be an active, participating Roman Catholic.  Reasonable accommodation for the religious practice of employees not of the Roman Catholic faith will similarly be provided.
Representative Responsibilities, include but are not limited to the following:
· Be present and ready to work as needed to meet responsibilities.
· Display a positive attitude towards work and children.
· Be able to design and carry out planned learning experiences that will encourage the maximum personal growth for each child. 

· Be able to recognize the child’s own interests and abilities, while respecting the child’s special needs, and individual style and pace of learning.
· Share the responsibility of daily communications to parents, with notes in notebooks.

· Be responsible for actively supervising and insuring the safety and well being of the children at all time, both indoors and outdoors.  

· Model appropriate behavior guidance techniques so discipline is consistent.
· Work together with classroom team, as well as other staff to solve problems, achieve classroom goals by respectfully communicating with one another.

· Be responsible for maintaining cleanliness and organization of classroom.

· Comply with and be knowledgeable of all rules for diapering, bath rooming and infection control guidelines required by licensing.
· Attend professional workshops, and participate in in-service training, including yearly training required by licensing.

· Attend all staff meetings.
· Participate in all special events, including parent events.
· Be aware of personal information about the children or their families, using good judgment and keeping information confidential.
· Be able to respond immediately to any emergency situation in a calm and confident manner, including filling out the appropriate paperwork necessary for licensing.
· Be willing to continually increase knowledge in early childhood education.
Additional Responsibilities
· Attend fall and spring planning meetings.
Other Responsibilities includes responsibilities identified as needed by the employee and approved and/or assigned by the supervisor.
The responsibilities listed above are intended to describe the general nature and level of work performed by staff members assigned to this position.  It is not intended to be an exhaustive list of responsibilities and qualifications required of this position.  More detailed listings of duties and tasks may be found in other supplemental documents.

The responsibilities preceded by “*” are essential functions of the position.
I have reviewed this job description and agree that it is representative of the responsibilities of my position.  I understand that, as the organization’s needs change, my job description will change.

Incumbent’s signature_____________________________________ Date_________________

I have reviewed this job description and agree that it is an accurate representation of the responsibilities performed in this position.

Supervisor’s signature_____________________________________ Date_________________

Qualifications:
Desired, but not limited to Teacher Qualified

Early Childhood experience preferred
Must be Flexible, Creative, Patient, and “Child Orientated”

 Be able to communicate with, co-workers, parents, and most importantly children 

Must meet DHS requirements of Pediatric CPR and First Aid Certification or obtain within 90 
days of employment.

Must complete a Background Check and Fingerprinting 

Meet Archdiocesan Requirements which include, but are not limited to;

· A Background Check

· Code of Conduct

· Virtus Training

· Pre-employment Physical
.

Mental Demands:
Demonstrate the qualities of:

· Self-motivation
· Self-direction


Ability to multi-task 

Utilize good people and listening skills

Follow instructions and accomplish tasks in a timely manner

Take direction from supervisor

Answer requests in a timely manner
Learn and implement new strategies

Make recommendations for improvement
Recognize and maintain appropriate levels of confidentiality

Maintain pleasant and professional manner  

Be respectful, courteous and responsive

Physical Demands:

Work assigned hours, including any special events that occur after hours for program 
Move throughout the building easily and quickly

Speak, see, hear and respond to staff

Stand up to eight hours

Sit and play on floor as needed

Be exposed to outside elements, for outside play

Lift and carry up to 30 pounds using proper lifting and carrying techniques 
Operate equipment according to manufacturers’ directions

