
Job Description for Director/Lead Teacher - North Park Covenant Church Cooperative Preschool 
_________________________________________________________________________________________________ 
 
Background Information: 
  
Job Title: Director/Lead Teacher for North Park Church Cooperative Preschool (NPCCP) 
  
Reports to: The Board of Christian Formation of North Park Covenant Church and 

The North Park Church Cooperative Preschool Committee 
  
Supervises: Assistant Teacher(s) of the North Park Church Cooperative Preschool 
  
Job Type: Full-time, salaried 
  
 
Job Summary: 
For over 50 years, North Park Covenant Church has offered a high-quality, cooperative preschool program focused on the 
social, emotional, intellectual, and physical growth of children ages two through prekindergarten. Guided by the principles 
of Christian faith, teachers have provided a nurturing, play-based learning environment for families in the church as well 
as those in the surrounding community. We are looking to hire an engaging and energetic Director/Lead Teacher for the 
2018-19 school year who can continue to build upon our many years of excellence in providing early childhood education 
to our community. 
  
 
Responsibilities: 
 
Director Responsibilities 
  
      Certification and Licensing 

1. Have a thorough understanding of DCFS licensing regulations and maintain compliance. 
       2.   Assure compliance to all laws governing child care, renewing state and city licenses in a timely 
            manner. 
  
      Marketing and Communication 

1. Publicize the preschool through various communication channels. 
2. Manage inquiries regarding the preschool and enrollment. 
3. Recruit families and conduct registration for the school. 

  
      Administration 

1. Assume responsibility for the daily operation of the preschool. 
2. Manage the facilities and equipment to ensure the safety of the children while on the premises. 
3. Work in coordination with the NPCC Treasurer and the NPCC Bookkeeper to manage the NPCCP finances and 

payments within ACS financial software. 
4. Maintain student, staff, and volunteer records, including all medical records in ACS. 
5. Plan the yearly calendar, including school holidays in coordination with the Chicago Public School (CPS) 

calendar. 
6. Provide parent education opportunities and resources, including but not limited to facilitation of student/parent 

orientation, curriculum night, annual open house, CPS panel/101, and registration day. 
7. Update the school handbook as needed. 
8. Work with NPCCP’s Committee Chairs (Fundraising, Social, Curriculum, Assessment. etc.) to provide dynamic 

opportunities for the students and families. 
  
  



 
 
 
 Connection with North Park Covenant Church 

1. Maintain a cooperative working relationship between the NPCCP Committee and the church’s Board of Christian 
Formation. 

2. Attend monthly meetings of the NPCCP Committee. 
3. Consider opportunities to integrate preschool and church activities when appropriate. 
4. Adhere to the policies outlined in the North Park Covenant Church Human Resources Manual. 

  
 
Lead Teacher Responsibilities 
  
      Teaching Pedagogy and Assessment 

1. Provide for the planning and execution (including set-up and clean-up of classroom) of appropriate early 
childhood experiences, utilizing a variety of materials in the areas of art, music, language and literature, science 
and mathematics centers. 

2. Promote and supervise activities that encourage the healthy emotional, social, intellectual, and physical 
development of each child. 

3. Develop units and lesson plans that emphasize a thematic, play-based approach to early childhood education. 
4. Conduct age-appropriate assessments to monitor student growth over time. 
5. Participate in North Park Covenant Church’s week-long Vacation Bible School as a lead preschool teacher. 

  
       Classroom Environment 
       1.   Provide and maintain a neat, organized classroom, taking responsibility for the upkeep of all 
            educational equipment and materials. 
       2.  Order classroom supplies as necessary, consulting with the Preschool Committee on major  
            purchases. 
  
      Parent Communication 

1. Work with parents to promote understanding of growth and development of preschool-age children. 
2. Be available to consult with parents as necessary, informing parents of any matters of concern regarding their 

child’s participation in the school’s program. 
3. Provide feedback to parents regarding student growth through formal conferences, regular progress reports, and 

informal conversations. 
4. Maintain a parent-volunteer work schedule and assign tasks as necessary to parent volunteers in the classroom. 

  
      Professional Development 

1. Keep current on developments in early childhood education through attendance at one early childhood 
conference, the reading of professional publications, and the observation of several area preschool centers on a 
yearly basis. 

2. Maintain proper documentation of Professional Development Hours according to DCFS guidelines for certificate 
renewal. 

  
 
 
 
 
 
 
 
 
 



Qualifications: 
 
      Background 

1. Bachelor’s Degree in Education with a Type 04 Illinois certificate. 
2. Meets requirement for director as stated in the Licensing Standards for Day Care Centers. 
3. Prior experience working with children, preferably in the area of early childhood education. 
4. Exemplifies personal commitment to the Christian faith. 

  
       Skills 
       1.  Has excellent written and verbal communication skills. 
       2.  Excels at organizational tasks. 
       3.  Works well with both children and adults. 
       4.  Well versed in technology for both instructional as well as administrative purposes.  
  
 
Hours and Compensation: 
 

Annual Calendar: 
September-May: Annual school calendar 
June-August: Flexible schedule to fulfill Director responsibilities 
Salary to be determined based on experience. 

  
 
Contact Information: 
 
To learn more about the NPCCP, visit www.nppreschool.com. 
  
Letters of interest, resumes, and questions can be emailed to Lisa Applequist,  
NPCCP Committee Chair, at northparkpreschool@gmail.com. 
 
Letters of interest and resumes should be submitted no later than May 25, 2018. 
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