
 

 
 

JOB OVERVIEW 

JOB TITLE Director 

JOB ​
LOCATION Escuelita Alegria-Columbia, Missouri WEEKLY 

HOURS 40 

DIVISION / 
DEPARTMENT Administration/Teaching REPORTS TO Board of Directors 

POSITION DETAILS 

JOB PURPOSE 

The Director of Escuelita Alegría Spanish Immersion Preschool provides visionary and operational 
leadership to ensure a safe, nurturing, and enriching environment for all children. This role oversees the 
daily operations of the preschool in alignment with its mission, philosophy, and goals as outlined in the 
Parent and Employee Handbooks. The Director ensures compliance with all applicable regulations, 
including Missouri DESE licensing standards, Department of Health requirements, and Fire Safety Codes.  
As a growing school, the director will also serve as a classroom teacher at least 50% of the day. 

In addition, the Director plays a key role in promoting the school, leading enrollment efforts, conducting 
family tours, and building strong relationships with current and prospective families. The Director 
implements marketing strategies to raise awareness of the preschool and works to maintain full enrollment 
through consistent outreach, community engagement, and exceptional family communication. 

DUTIES AND 
RESPONSIBILITIES 

 
▪​ Monitor classrooms for compliance with federal, state, and local laws and regulations 
▪​ Lead and implement enrollment strategies to maintain target enrollment levels 
▪​ Develop and execute marketing and outreach efforts to promote the school 
▪​ Responsible for hiring, training, and orientation of new teaching staff 
▪​ Responsible for staff meetings, supervision, on-going trainings, and performance evaluations 
▪​ Serve as a mentor providing support and guidance to teaching staff 
▪​ Oversee curriculum requirements/implementation and provide classroom support for the 

educational program 
▪​ Interact with all children and encourage involvement, exploration, interest, and learning 
▪​ Facilitate positive social skills through communication and modeling 
▪​ Facilitate self-regulation & responsibility in children, intervening as needed to guide children in 

settling disputes/differences and to ensure safety 
▪​ Assist the Board of Directors with fundraising events 
▪​ Perform other duties as assigned or determined based on assets/interests of staff members and/or 

needs of Escuelita Alegria 
 

WORKING 
CONDITIONS 

▪​ In-Person attendance in an indoor school/daycare facility 
▪​ Occasional outdoor exposure for recess or walking field trips 
▪​ Ability to access email and work documents remotely, as needed 

SUPERVISION 
RECEIVED Yes (by Board of Directors) 

SUPERVISION 
EXERCISED Yes (to teaching staff) 

DIRECT REPORTS Yes (to Board of Directors) 



 

QUALIFICATIONS 

MINIMUM 
EXPERIENCE 

REQUIREMENTS 

 
▪​ Minimum of three (3) years of teaching and/or daycare facility experience, or related experience. 
▪​ Two (2) or more years of experience in a leadership or supervisory position. 

 

MINIMUM 
EDUCATION 

REQUIREMENTS 

 
▪​ Must possess ninety (90) college semester hours. Eighteen (18) of the ninety (90) hours must be in 

child-related courses; or thirty-six (36) months experience and eighteen (18) college semester hours 
in child-related courses.  Candidates actively progressing towards these requirements may be 
considered.   

▪​ Must pass a fingerprint background check and a Family Care Safety Registry background check 
▪​ CPR/First Aid Certified (may complete prior to start of employment) 

 

REQUIRED ​
SKILLS 

 
▪​ Demonstrated ability to develop and implement enrollment strategies and marketing initiatives 
▪​ Proficient in managing daily operations, including scheduling, staffing, and budgeting 
▪​ Knowledge of and demonstrated ability to implement childcare laws and regulations 
▪​ Ability to manage multiple priorities with flexibility and professionalism 
▪​ Ability to supervise and guide others 
▪​ Evidence of emotional maturity, stability, and professionalism 
▪​ Ability and judgment to handle crisis situations 
▪​ Knowledge of best practice for early childhood programs 
▪​ Ability to relate joyfully and sensitively to children 
▪​ Excellent written and verbal communication skills 
▪​ General knowledge of computers and office equipment 
▪​ Ability to work as a team to implement all practices that result in positive outcomes for children, 

families, and staff 
▪​ Good judgment and decision-making skills 
▪​ Commitment to maintain strict confidentiality regarding all children and families 
▪​ Ability to work a flexible schedule when necessary to ensure consistent coverage at the center and 

to attend occasional evening/weekend staff meetings, trainings, and marketing events 
 

PHYSICAL 
REQUIREMENTS 

 
▪​ Ability to tend to children’s needs in a calm and composed manner 
▪​ Ability to stand and/or sit on floor for extended periods of time 
▪​ Ability to bend, stoop, and/or squat to children’s level 
▪​ Ability to lift 40 pounds 
▪​ Ability to speak English fluently 
▪​ Ability to speak conversational Spanish; native Spanish speaker preferred  

 
    

 
 
 

 


