[image: ]Assistant Director 
Full Time, Salary - starting pay range $66,000 - $75,o00 DOE
Reports to Executive Director
Direct Reports: Administrative Assistant, Operations Specialist, Lead Teachers, Co-Teachers, Floaters, Substitute Teachers, Kitchen Staff
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[bookmark: _heading=h.dt0oo6vzs0hm]General Position Description
The Assistant Director is responsible for assisting the Executive Director in ensuring the health, safety, and quality of education for all children within the center’s care. Under the direction of the Executive Director, the Assistant Director collaborates with staff to ensure that curriculum and classroom activities are properly delivered, overseeing staff and facilities management, and ensuring that the needs of the students and the goals of the center are met appropriately. The Assistant Director supports the School  with all aspects of compliance and program regulation, accreditation, licensing, staffing and professional development, curriculum, quality control, budgeting, parent and public relations. 
This position reports to the Executive Director.
Key Responsibilities
· Collaborate with staff to ensure adherence to quality standards in accordance with WNS guidelines and state and local requirements; implement improvements where needed. 
· Administer organization programs according to the Colorado Department of Human Services Rules and Regulations, and local Health and Fire Department regulations.
· Approve menus and food purchases.
· Maintain a personal professional development plan to ensure continuous quality improvement.
· Establish quality vision for the center. Manage adherence to quality standards in accordance with the vision and with state and local requirements. Maintain quality effectiveness measurements.
· Collaborate with staff to develop positive learning activities; manage adherence to state and local licensing rules and regulations.
· Assists Directors in developing schedules, assigning and monitoring work, implementing. productivity standards, resolving operations problems and implementing new procedures
· Maintain communications with parents of current and prospective students through direct conversation, newsletters and parent handbook; implement community outreach activities to maintain and promote positive community relationships.
· Participate in the coordination and purchase of new materials and maintain the inventory of supplies and equipment with the approval of the Executive Director and approved budget.
· Maintain staff by recruiting, interviewing, hiring, training and evaluating staff as needed. 
· Resolve conflicts (including corrective action when necessary) to ensure a positive experience.
· Plan, and conduct staff meetings with a clearly communicated purpose that engages the team.
· Create and maintain marketing material including but not limited to website, social media, email distribution, and quarterly newsletters.
· Provide effective performance feedback through employee recognition, rewards, and disciplinary action.
· Establish illness and emergency procedures; ensure staff is trained appropriately.
· Implement strategic plans and goals in keeping with the mission of the program.
· Knowledge of the Town of Silverthorne and Summit County communities, organizations, and agencies, with a proven ability to build partnerships that support nature-based education, environmental stewardship, and community connection.
· Foster and maintain collaborative partnerships with Early Childhood Options and Head Start to ensure program alignment, compliance, and shared goals that advance equitable access to high-quality, nature-based early childhood education for all families.
· Assume duties of Executive Director, Education Director/Coordinator, Kitchen, and Teachers as needed during their absence.

Required Qualifications
· 3 – 5 years of direct professional experience in an early childhood setting.
· Exceptional interpersonal, verbal and written communication skills.
· Fluent in English
· A strong understanding of child development.
· Committed to upholding WNS’ mission, vision, and values
· Work with NAEYC code of ethics in mind and integrity
· Shows sensitivity and respect for cultural diversity
· Must be an innovative, strategic thinker with initiative and passion.
· Ability to be discreet with confidential and sensitive information
· Must be able to pass a full criminal background check including fingerprinting and out-of-state background checks for individuals who have lived outside of Colorado within the past 5 years. 
Preferred Qualifications
· Broad experience in planning, budgeting, managing, and working with a board of directors. 
· Extensive experience in fundraising including planning, prospect development, donor stewardship, and grants.
· Leadership experience in strategic planning.
· Outstanding leadership, networking, and motivational skills.
· Demonstrated ability to build donor and community relationships.
· Familiarity with UPK, Head Start, Early Childhood Options
Educational Requirements
· Bachelor’s Degree or higher in early childhood education or a related field of study.
· OR Bachelor’s Degree in unrelated field, plus at least six of the ten core ECE college-level courses
· OR at least a Level 3 Credential from PDIS
· Medication Administration certification - provided by WNS within the first 60 days of hire.
[bookmark: _heading=h.2xr9s139nbef]Physical Requirements
· Requirements include the ability to take frequent walks, use hands and fingers, handle objects, tools or controls, talk to and hear voices at many levels. They may also be required to kneel, bend, squat, or crawl. 
· Ability to lift 50 pounds

LAST REVISED
October 2025

Note: This position description is not intended to be an exclusive list of all of the requirements, duties, tasks, roles or responsibilities associated with the position. Nothing in this position description restricts WNS’ ability to assign, reassign or eliminate duties and responsibilities of this job at any time. WNS is an “at will” employer, and WNS employees may be separated from WNS employment at any time and at the discretion of management.

Wildflower Nature School is an Equal Employment Opportunity Employer. WNS does not discriminate against applicants or employees on the basis of age, race, gender, color, religion, national origin, disability, sexual orientation or any other status protected by federal, state or local law. 


By signing the Job Offer Contract this job description is attached to, you agree to the following: I have reviewed this job description and I understand all my job duties and responsibilities. I am able to perform the essential functions as outlined. If I have any questions about job duties not specified on this description that I am asked to perform, I should discuss them with my immediate supervisor or a Director.
I further understand that future performance evaluations and merit increases to my pay are based on my ability to perform the duties and responsibilities outlined in this job description to the satisfaction of my immediate supervisor.
I have discussed any questions I may have had about this job description prior to signing the job offer contract.
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