Title:
Head Child Care Provider 
Job Description

Southwest Creations Collaborative (SCC) is a non-profit manufacturing business that offers family support programs to its employees including onsite affordable childcare for employees’ children.

Because the child care service is only available to children of parents who are onsite, the child care program is not legally required to be licensed.  As a result, we do not fall under the same requirements as a licensed center.  In as much the job description is as follows:

· Full time Monday – Friday 7:30 am – 4:00 pm 

· Reports to Program Manager

Primary Responsibilities:

· Supervise the general operation of SCC’s onsite childcare program, including the supervision of additional child care staff employed by the organization.

· Direct responsibilities related to caring for and supervising children ages 4 months to 4 years of age, including but not limited to ensuring their safety, creating a structured environment with schedules for activities, reading, napping, eating, etc.  
Additional Administrative Responsibilities:

· Facilitate monthly meetings with mothers and Program Manager to discuss issues related to childcare

· To develop relevant reports on a timely manner (ej: report incidents, accidents, orally same day and written within 24 hrs., childcare expenditures, etc.)

· To ensure that all daily administrative routines are carried out (ej: plan daily age appropriate activities) 
· Maintain a file for each child, including incidents, accidents, etc. (ej: incident – children biting, fighting, etc. Accident – children hurt themselves, fell, etc.)
· Maintain an inventory of supplies, generating shopping lists and purchasing supplies.  

· Maintain a clean facility 

· Maintain regular communication with mothers as well as the child care committee made up of SCC employees
Ultimately, our priorities for the child care program are to create a welcoming and loving environment for the children and their parents, maintaining safety and constant supervision over the children and developing a stimulating and creative environment in which children can learn and prepare for pre-school.

· Salary based on experience

· Bilingual Spanish/English applicants preferred

· Unique benefit package

If interested, please contact Lidia Regino, SCC Program Manager at (505) 247-8559

