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Texas Southern University
Job Description


	Position Group

Center on the Family 
	Position Title
Nursery Teacher

	Division/College

Student Services
	Department

Parent Child Learning Laboratory

	Reports to:  (title)

Director of PCLL
	Titles that Report to this Position:

	Job Code
	Pay Grade

05
	FLSA Status

Non-Exempt
	EEO Code




	JOB SUMMARY

Under moderate supervision, supervises and instructs children enrolled in the University's Parent-Child Learning Laboratory (PCLL) to promote development of social, physical, and intellectual growth needed for primary school.


	MAJOR DUTIES & RESPONSIBILITIES 

	
	List most important duties first
	Essential Function  [image: image1.png]



	Percentage (%) of time

	
	Plans and develops educational programs for  the academic, social, and physical development of children; interacts with the children to invoke communication and awareness.

	      [image: image2.png]



	25%

	
	Develops curriculum, activities, and materials for use in and outside of the classroom. 
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	20%

	
	Monitors and evaluates progress of students.  Communicates with parents concerning the individual needs of children and curriculum progress.
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	15%

	
	Instructs children in practices of personal cleanliness and self care to promote independence. 
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	15%

	
	Assists the Director with monthly Center activities.
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	10%

	
	Administers medicine to children when needed and authorized by parents.
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	5%

	
	Maintains files of attendance records, academic progress, and other documentation on assigned students.

	
	5%

	
	Performs other job-related duties as assigned.

	
	5%


	EDUCATION

High school diploma or equivalent and specialized or technical training.



	REQUIRED LICENSING/CERTIFICATION

FBI check every two years.

CDA preferred 


	WORK EXPERIENCE 

Requires one to three years of related experience.  Requires a working knowledge of standard practices and procedures.

	LEADERSHIP/SUPERVISORY RESPONSIBILITIES

Lead worker over others in similar jobs and/or provide work leadership and direction for students and/or employees.



	WORK COMPLEXITY/BUDGET AUTHORITY

Tasks are multiple and focus more on single processes.  Work is sometimes standardized and sometimes varied.  No responsibility for budget, revenues, and expenditure authority.

	INDEPENDENT JUDGMENT/DECISION MAKING/PROBLEM SOLVING SKILLS

Performs tasks and duties under general supervision, using established procedures and some innovation.  Chooses from limited alternatives to resolve problems.  Occasional independent judgment is required to complete work assignments.  Often makes recommendations to work procedures, policies, and practices.  Refers unusual problems to supervisor.

	PERSONAL/ORGANIZATIONAL CONTACTS

Some contact with others, including students, community, visitors, and University personnel.  Purpose of contacts is to provide or obtain explanation or additional information.

	CUSTOMER SERVICE RELATIONSHIPS

Requires normal courteous interaction and basic interpersonal skills and tact to communicate with others.  Forwards complaints or non-routine inquiries or requests to someone else to handle.

	WORKING/ENVIRONMENTAL CONDITIONS

Work is performed within a routine office environment with no exposure to hazardous or unpleasant conditions.  Physical demands are usually limited to sitting or standing in one location much of the time.  Some stooping, lifting, or carrying objects of light weight may be required.


Prepared by:  __________________________________

Date:  ________________

Approved by:  _________________________________

Date:  ________________

HR Approval:  _________________________________

Date:  ________________

Last revision date:  November 2002
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