Kindergarten Program Job Descriptions
Kindergarten Teacher
Position Summary
The Kindergarten Teacher is responsible for planning and implementing a high-quality instructional program that supports the academic, social, emotional, and physical development of Kindergarten students. The teacher creates a safe, engaging, and inclusive learning environment aligned with state standards and program expectations.
Essential Duties and Responsibilities
· Plan and deliver developmentally appropriate instruction aligned with Texas Essential Knowledge and Skills (TEKS).
· Create a positive classroom environment that supports student learning and behavior.
· Conduct ongoing assessments to monitor student progress and adjust instruction accordingly.
· Maintain accurate student records, attendance, and documentation.
· Collaborate with instructional staff, families, and support personnel to ensure student success.
· Communicate regularly with parents regarding student progress and classroom activities.
· Implement classroom management strategies that promote respect and responsibility.
· Participate in professional development, staff meetings, and required trainings.
· Ensure compliance with Head Start Performance Standards, agency policies, and licensing requirements.
· Support inclusion and provide accommodations for students with identified needs.
Qualifications
· Bachelor’s degree in Education or related field.
· Valid Texas Teaching Certificate with appropriate certification.
· Experience working with young children preferred.
· Strong classroom management and communication skills.
· Ability to work collaboratively with staff and families.
Working Conditions
· Classroom setting with frequent interaction with children and families.
· Ability to lift up to 25 pounds and actively supervise children.


Instructional Assistant
Position Summary
The Instructional Assistant supports the Kindergarten Teacher in providing a safe, nurturing, and engaging learning environment for students. The assistant helps implement classroom activities and provides instructional and behavioral support to children.
Essential Duties and Responsibilities
· Assist the teacher with classroom instruction and daily activities.
· Support individual students and small groups during lessons and activities.
· Supervise students during classroom, playground, meal, and transition times.
· Help prepare instructional materials and maintain classroom organization.
· Reinforce classroom expectations and behavior management strategies.
· Assist with student observations and documentation as directed.
· Support family engagement activities and classroom events.
· Maintain confidentiality of student and family information.
· Attend required trainings and staff meetings.
Qualifications
· High school diploma or GED required.
· CDA, associate degree, or experience in early childhood education preferred.
· Ability to work effectively with children, families, and staff.
· Strong interpersonal and communication skills.
Working Conditions
· Classroom environment with frequent standing, walking, bending, and lifting.






Kindergarten Coordinator
Position Summary
The Kindergarten Coordinator provides leadership and oversight for the Kindergarten program to ensure high-quality educational services and compliance with all applicable standards and regulations. The Coordinator supports instructional staff, monitors program implementation, and promotes continuous improvement.
Essential Duties and Responsibilities
· Oversee daily operations of the Kindergarten program.
· Ensure program compliance with TEA requirements, Head Start standards, and agency policies.
· Provide guidance and support to Kindergarten staff.
· Coordinate curriculum implementation, assessments, and instructional planning.
· Monitor classroom quality and student outcomes.
· Facilitate communication between campuses, families, and administration.
· Assist with recruitment, interviews, onboarding, and staff development.
· Analyze program data to support continuous improvement efforts.
· Coordinate family engagement and transition activities.
· Prepare reports and maintain required documentation.
Qualifications
· Bachelor’s degree in Education required; Master’s degree preferred.
· Valid Texas Teaching Certificate.
· Minimum of three years of teaching experience, preferably in early childhood or elementary education.
· Supervisory or leadership experience preferred.
· Strong organizational and communication skills.
Working Conditions
· Office and school-based environment with travel between program sites.


Instructional Coach 
Position Summary
The Instructional Coach supports teachers in improving instructional practices and student outcomes through coaching, mentoring, modeling, and professional development.
Essential Duties and Responsibilities
· Provide coaching and instructional support to teachers and instructional staff.
· Conduct classroom observations and provide constructive feedback.
· Model effective instructional strategies and classroom management techniques.
· Assist teachers with lesson planning, assessments, and data analysis.
· Facilitate professional development and training sessions.
· Support implementation of curriculum and instructional best practices.
· Collaborate with administrators and program staff to identify areas of need.
· Maintain documentation related to coaching activities and staff progress.
· Promote continuous quality improvement across classrooms.
Qualifications
· Bachelor’s degree in Education required; Master’s degree preferred.
· Valid Texas Teaching Certificate.
· Minimum of three years of successful teaching experience.
· Experience in coaching, mentoring, or staff development preferred.
· Strong interpersonal, leadership, and communication skills.
Working Conditions
· School-based setting with frequent classroom visits and staff interaction.





Family Advocate
Position Summary
The Family Advocate serves as a liaison between families, the school, and community resources to support student success and family engagement. The Family Advocate assists families in accessing services and encourages active participation in the educational process.
Essential Duties and Responsibilities
· Build positive relationships with children and families.
· Conduct family needs assessments and assist with goal setting.
· Connect families with community resources and support services.
· Encourage family participation in school and program activities.
· Maintain accurate family records and documentation.
· Assist with attendance follow-up and student support services.
· Participate in home visits, meetings, and family conferences as needed.
· Collaborate with staff to support student and family well-being.
· Maintain confidentiality and professionalism in all interactions.
Qualifications
· Associate or bachelor’s degree in social work, human services, education, or related field preferred.
· Experience working with families and community resources preferred.
· Strong communication and organizational skills.
· Ability to work effectively with diverse populations.
Working Conditions
· Office and school-based environment with occasional travel for home visits or meetings.






Disabilities/Mental Health Support
Position Summary
The Disabilities/Mental Health Support Specialist provides support services to ensure children with disabilities or mental health needs receive appropriate interventions, accommodations, and referrals. The specialist collaborates with staff and families to promote positive developmental and behavioral outcomes.
Essential Duties and Responsibilities
· Support identification and referral processes for children with disabilities or mental health concerns.
· Collaborate with teachers, families, and specialists to develop and implement support plans.
· Monitor classroom environments and provide behavioral and developmental support strategies.
· Assist staff in implementing accommodations and inclusive practices.
· Coordinate referrals to outside agencies and service providers as needed.
· Participate in multidisciplinary meetings and case conferences.
· Maintain required documentation and confidentiality.
· Provide training and resources to staff and families regarding mental health and disabilities services.
· Promote social-emotional wellness and positive behavior support practices.
Qualifications
· Bachelor’s degree in psychology, social work, counseling, special education, or related field required.
· Experience working with children and families preferred.
· Knowledge of early childhood development and mental health practices.
· Strong collaboration and communication skills.
Working Conditions
· School and office environment with occasional travel between sites.





Rotation Specialist (PE, Art, Music, and Computer)
Position Summary
The Rotation Specialist is responsible for providing engaging, developmentally appropriate instruction in Physical Education (PE), Art, Music, and Computer/Technology for Kindergarten students. The specialist creates a positive learning environment that promotes creativity, physical wellness, technology skills, and social-emotional growth while supporting the overall educational program.
Essential Duties and Responsibilities
· Plan and implement age-appropriate lessons in PE, Art, Music, and Computer/Technology. 
· Foster student creativity, physical activity, teamwork, and problem-solving skills. 
· Provide instruction that supports developmental and educational goals aligned with program standards. 
· Maintain a safe, organized, and engaging learning environment during all rotation activities. 
· Collaborate with classroom teachers and support staff to reinforce learning objectives. 
· Monitor student participation and progress and communicate concerns as needed. 
· Ensure proper care and organization of instructional materials, equipment, and technology. 
· Promote positive behavior management and student engagement. 
· Participate in staff meetings, professional development, and required trainings. 
· Maintain compliance with agency policies, safety regulations, and program requirements. 
Qualifications
· Associate or bachelor’s degree in education, fine arts, music, physical education, technology, or related field preferred. 
· Experience working with young children in educational or enrichment settings preferred. 
· Knowledge of child development and age-appropriate instructional practices. 
· Strong communication, classroom management, and organizational skills. 
· Ability to work collaboratively with staff, children, and families. 
Working Conditions
· School-based environment with frequent movement between classrooms or activity areas. 
· Ability to actively engage children in physical and hands-on activities. 
· May require lifting, standing, bending, and supervising indoor and outdoor activities. 


 Office/Attendance Clerk – Kindergarten Program
Position Summary
The Office/Attendance Clerk supports the daily administrative operations of the Kindergarten program with a primary focus on student attendance tracking, recordkeeping, and office coordination. This position ensures accurate documentation, timely communication with families, and efficient support of program operations in alignment with agency policies and state/federal requirements.
Essential Duties and Responsibilities
Attendance & Enrollment Support
· Maintain accurate daily attendance records for all Kindergarten students 
· Monitor attendance trends and promptly report concerns (chronic absenteeism, patterns of absence, etc.) 
· Contact families regarding student absences and document follow-up communication 
· Support enrollment, withdrawal, and transfer processes as needed 
· Ensure attendance data is entered accurately into designated systems 
Office Administration
· Provide general clerical support to the Kindergarten program and center leadership 
· Answer phones, respond to inquiries, and direct calls appropriately 
· Maintain organized student files (physical and electronic) 
· Prepare, distribute, and file program documents and correspondence 
· Assist with scheduling meetings, events, and parent communications 
Family & Staff Support
· Serve as a welcoming point of contact for families and visitors 
· Support communication between teachers, administrators, and families 
· Assist with translation/interpretation support when applicable (if bilingual) 
· Help distribute notices, reminders, and program updates 
Compliance & Recordkeeping
· Ensure attendance and enrollment records meet program compliance standards 
· Assist with audits, monitoring reviews, and reporting requirements 
· Maintain confidentiality of student and family information at all times 


Other Duties
· Support Kindergarten program events and activities as needed 
· Assist with data collection and reporting for program evaluation 
· Perform other duties as assigned by the Kindergarten Coordinator or Center Director 
Minimum Qualifications
· High school diploma or equivalent required 
· Prior office, clerical, or school-based experience preferred 
· Strong skills in data entry, recordkeeping, and office procedures 
· Proficiency with basic computer systems (email, spreadsheets, student information systems) 
Preferred Skills
· Experience in Head Start, Early Childhood Education, or school office settings 
· Strong organizational and multitasking abilities 
· Excellent communication and customer service skills 
· Bilingual (English/Spanish) preferred in many program settings 
Physical Requirements
· Ability to sit, stand, and move throughout the office/classroom environment 
· Ability to operate standard office equipment (computer, copier, phone system) 
Work Environment
Work is performed in a school/early childhood center setting with frequent interaction with staff, families, and young children.

