
WACO MONTESSORI SCHOOL 
 

Job Title: Early Childhood Assistant Teacher    Wage/Hour Status: Salary 

 

Reports to: Head of School      Date Revised:  May 2017 

 

Primary Purpose: 

  The Early Childhood Assistant Teacher is essential for the daily success of the classroom by 

helping prepare the environment, maintaining order in the classroom, and managing the tone and 

volume for the classroom as Lead Teacher works with individual students and small groups of 

students. 

 

Qualifications: 

 Minimum Education/Certification: 
High School/GED  

 Childhood Development Associate credential preferred  

Pediatric First Aid/CPR certified  

 

 Special Knowledge/Skills: 

 demonstrated proficiency in working effectively and positively with a variety of  people 

 ability to creatively solve problems and situations 

 ability to work calmly and patiently with children  

 the ability to organize and monitor multiple activities at a time 

 

Working Conditions: 

 Physical Demands: 

 Ability to think clearly and act respectfully with children and their parents.   

High physical stamina necessary.   

Must be able to sit on floor and stay on feet most of the day.  

 Environment: 

 Working in a classroom environment while dealing on a daily basis with students, parents, faculty, 

administration, volunteers, and visitors to WMS.  

Supervise children indoors and outdoors. 

 

Terms of Employment: 

 Number of Days:    185 days August – May  (175 student days, 10 days of professional  

                                                                              development/classroom prep, conferences) 

Hours:   8:00am-3:30pm 

    Required to attend staff meetings as scheduled 

   Required to attend some evening or weekend events, including Back to  

                                                     School Carnival, Journey through EC, and Celebration of Works  

 

 Salary:  as determined by the HOS using a scale based on job qualifications and length of service.  



Responsibilities and Duties: 

Professionalism and Ethics: 

1. Is familiar with and works within the policies and procedures established by the school. 
 

2. Is supportive and positive in relationships with teaching colleagues and other members of the staff. 
 

3. Is able to speak in a professional manner concerning colleagues in conversations with parents, 

friends, education professionals, and members of the community. 
 

4. Maintains confidentiality in matters concerning other faculty members, parents, and children. 
 

5. Maintains professional relationships with parents.  Is able to separate professional matters from 

personal relationships with parents.  Is able to communicate successfully regarding Montessori 

philosophy and school policies with parents. 
 

6. Takes responsibility to establish and maintain a good working relationship and to clearly 

communicate needs to teacher and other adults in the classroom 

 

7. Takes responsibility to establish and maintain good working relationships and to clearly 

communicate needs to the HOS, Assistant HOS, Business Manager and receptionist. 
 

8. Arrives on time and leaves according to the agreed time as stated in contract.  Is on time for 

scheduled activities such as lunch, dismissal time, etc. 
 

9. Attends staff meetings and other required events. 
 

 

Class Management and Student Safety: 
1. Maintains tone of classroom (tone-keeper) to allow Lead Teacher to conduct individual and small 

group lessons with minimal interruptions. 
 

2. Phrase directives positively when speaking with children. 
 

3. Handles discipline matters in a constructive manner for the child, helping the child solve problems 

and using natural consequences rather than punishments to change behavior.  
 

4. Provides for peaceful transitions and facilitates routines successfully. 
 

5. Supervises health and safety aspects by identifying potential problems and taking preventive 

measures at all times. 
 

6. Report accidents/incidents in a timely manner by completing an Incident Report and submitting it 

to the office. 
 

Curriculum and Environment: 

1. Promotes a peaceful environment which is conductive to learning. 
 

2. Materials maintained and well organized.  Environment is not cluttered. 
  

3. Replenishes consumable supplies in classroom when needed. 
 

 

Qualities of the Assistant: 

1. Personal appearance is always neat and in compliance with school policies. 
 

2. Enthusiastic about work.  Successfully communicates enthusiasm and joy to children, parents and 

fellow staff members. 
 

3. Is a positive role model for others in terms of use of language and pleasant voice quality. 
 

4. Willing to accept suggestions and directions from supervisors. Willing to discuss work 

objectively. 
 



Relationships with Students 

1. Maintains positive, patient, forgiving and consistent relationships with individual children. 
 

2. Treats each child with respect.  Children trust and respect teacher in return. 
 

3. Helps children become independent by modeling problem solving techniques, demonstrating 

research and study skills and providing organization and management tools and techniques. 
 

4. Listens to children. 
 

 

Relationships with Parents: 

1. Effectively communicates the child’s school experience with parents. 
 

2. Brings necessary information to parents in a positive, helpful way. 
 

3. Understands and accepts points of view of parents when they are different from the teacher’s. 
 

4. Knows when to refer parents’ or child’s problems to the teacher or administrator. 
 

5. Is available for conferences requested by teacher. 

 

Morning 

Take down chairs 

Wipe/disinfect tables 

Put water in works/dampen sponges 

Wash tubs 

Check spray bottles 

Check forks/napkins/paper towels 

Check hand soap 

Set up snack and ice water 

Restock art shelf 

Straighten shelves check for sequence, neatness, completeness 

Restock journal paper, handwriting paper, metal inset paper 

Restock and sharpen pencils including colored pencils 

Stock clean cloth towels 

Monitor hall during arrival/greet children 

Supervise children during lunch 
 

After Lunch 

Supervise lunch jobs 

Take trash to kitchen 

Take dirty towels to laundry 

Check pencils 

Wash dishes 

Clean classroom sink/wipe counters 
 

Work Days 

Dust 

Clean practical life works 

Make copies 

Clean cubbies (wipe down) 

 


