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Professional Commitment
1. Requires commitment to quality improvement
2. Available on a rotating schedule of opening, closing, evening and weekend hours as the need arises to meet deadlines and promote the business goals and mission
3. Responsible for organizational management, policies, procedures, licensing compliance, and staff development
4. Responsible for bookkeeping, payroll, enforcing policies, procedures, accounts payable/ receivable and general HR responsibilities 
5. Ability to communicate professionally and effectively with parents and staff
6. Have a reliable means of transportation, proof of insurance and a valid Wisconsin driver’s
7. Represent CLC in the community/county and state levels through involvement in activities that are of importance to CLC


Education
1. Prior to assuming the position must have completed the Administrators Credential
2. Must complete, maintain and pass all licensing requirements required for this position
3. Must continue education each year as defined in DCF 251. Trainings generally occur in the evenings and/or weekends
4. Obtain a Registry certificate indicating you meet licensing requirements for the position; updating and renewing annually


Interpersonal Skills
1. This person needs to be emotionally mature to stay calm and handle stressful and emergency situations in a professional manner
2. Capable and willing to maintain a nurturing, cooperative, mentoring relationship with staff
3. Keep a positive attitude about guiding others and redirecting them
4. Must be able to communicate with and build a professional relationship with all parents and staff
5. Be extremely detail orientated and possess the ability to set and meet goals
6. Must be self-directed and self-motivated
7. Must have common sense and use good judgment to solve problems and know when to seek outside help


Administrative Responsibilities
1. Develop annual budget with Center Director keeping expenditures with-in the allowed budget
2. Collaborate with Center Director and Assistant Director to interview new staff, determining classroom placement; taking experience, qualifications and personality into decision to hire
3. Conduct annual Affirmative Action Review and report to Board of Directors
4. Monitor monthly financial statements for accuracy and trends in enrollment
5. Review policies and procedures and update as needed to reflect current practices
6. Be knowledgeable in Health, Life and Disability Insurance to assist staff
7. Keep business files in order
8. Representative/contact person for Port Washington-Saukville School District
9. Complete USDA Food contract and monthly reports
10. Supervise and hold contractors accountable, negotiating contracts if necessary
11. Prepare reports for funding sources
12. Seek funding sources and apply for grants that meet the organizations goals
13. Maintain public relations with the community
14. Assure that all correspondence is professional and appropriate
15. Keep updated in trends within the child care and education community through involvement in professional organizations 
16. Keep staff informed of schedule changes and absences
17. File information in children's file in office, providing necessary copies for classrooms
18. Provide administrative information for newsletter
19. Answer and respond to phone calls  
20. Ensure security system is properly working 


Accounts Receivable
1. Set up accounts for parents 
2. Record tuition weekly, reflecting schedule changes and attendance
3. Calculate and upload weekly ACH payments
4. Calculate vacation time and re-registration fees
5. Keep all parent accounts current 
6. Complete WI-Shares paperwork, collecting co-pays if necessary
7. Prepare weekly/monthly receipts for parents as needed for reimbursement plans
8. Terminate accounts that have not made payment arrangements
9. Prepare end of year tax statements for parents 


Accounts Payable
1. Process accounts payable on a timely basis
2. Scrutinize bills for accuracy
3. Keep detailed and accurate records of all money transferred
4. Keep petty cash account current and accurate
5. Provide accountant with monthly information to process monthly statement
6. Monitor checkbook to ensure that sufficient money is available for payroll and liabilities
7. Complete weekly and/or monthly reports as needed
8. Monitor and order supplies as needed
9. Keep accurate records of TEACH contracts
10. Keep accurate records of fund-raising account
11. Keep accurate records for Health Insurance
12. Keep accurate records for Life Insurance
13. Keep accurate records for Long and Short-Term Disability Insurance 
14. Keep accurate records of 403 B 
15. Keep accurate records of Aflac


Payroll
1. Obtain, retain and update all necessary documents for payroll
2. Prepare payroll in timely manner per payroll schedule
3. Keep accurate records of PTO days, unpaid leave, overtime, and holiday 
4. Compute and deduct health insurance premiums, 403 B, voluntarily life insurance, Aflac, child care, and direct deposit accounts
5. Compute and deduct training costs 
6. Compute and deduct uniform costs
7. Document and pay for approved training time 
8. Calculate annual increases, if any
9. Ensure compliance with state and federal rules and regulations




Staff Responsibilities
1. Set up volunteer schedules, orientate, supervise and document hours
2. Enroll eligible staff for Long and Short-Term Disability and Life Insurance when eligible
3. Enroll eligible staff in Health Insurance
4. Enroll eligible staff in 403 B
5. Enroll eligible staff in Aflac
6. Keep personnel files on staff up-to-date and organized, updating educational qualifications as they change
7. Keep staff licensing files in order
8. Attend monthly staff meetings and contribute as necessary


Licensing Responsibilities
1. Responsible for renewal and compliance with Child Care license
2. Provide Certificates of Insurance to DHFS, School District and Bank 
3. Ensure all staff emergency information is current 
4. Terminate children as necessary 
 

Board Responsibilities
1. Schedule quarterly Board of Director meetings, preparing agenda and making copies as needed
2. Review and recommend changes to policies and program operations with the Board of Directors at least annually
3. Prepare the annual budget by October and present for review and approval by Dec 1
4. Keep incorporation paper work and bylaws secured












All staff are responsible to assist with anything that is necessary to keep the program running smoothly and efficiently to meet licensing requirements. These duties may include but are not limited too; outside clean up, floors and carpet maintenance during times of illness, and assisting with fund raising events.

[bookmark: _Hlk64890863]I understand the job description and agree to perform the job duties and responsibilities of Administrator. 


__________________________________________________________  _____________________
[bookmark: _Hlk64890952]Staff name					  			            Date	

A copy of this signed job description will be returned to you for your orientation packet and the original will be kept in your staff licensing file. 
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