
Williams County Family YMCA 

Child Development Center 

Job Description 

 

 
Title:     Before and Afterschool Child Development Center Director  

Supervisor:   CEO 

Compensation: Part-Time 34hrs wk, $14 per hour  

 

General Function: 

Under the direction of the CEO, the Director is responsible for carrying out the day to day 

operations for the specified center.  She/he will be responsible for overseeing all the center 

enrollment, marketing, classroom teachers, ODJFS licensing, Step-Up to Quality, billing, and 

communicating effectively with the children, their parents, YMCA personnel, and the center 

guest when needed. She/he will work cooperatively with other center staff. 

 

Qualifications:  

1. B.S. Degree in Education or related field preferred, two years of experience as a child 

care director or lead teacher or an associate’s degree in Education with four years of 

experience or school age endorsement. 

2. The director must maintain certification in First Aid, CPR, Recognition and Prevention 

of Child Abuse, and Communicable Disease. 

3. The director must have experience and knowledge of Ohio Department of Job and 

Families Child Care licensing regulations along with Step-Up to Quality. 

4. Warm and friendly personality and willingness to interact with others. 

5. An understanding and knowledge of children, their behavior and development. 

6. Specific knowledge in developmentally appropriate practices. 

 

Know How: The director must have knowledge and desire to implement annual quality 

improvements at the center.  Also required are excellent verbal and written skills, 

experience working with a diverse group of families and employees, experience and proven 

success with child care licensing, staff supervision, business operations and day to day 

center management. This position is key in providing leadership and follows through on 

YMCA Child Care components. 

 

Accountabilities: 

1.  Maintain safe and secure environment for all at all times. 

2. Work as a team member with other staff. 

3.  Oversee learning environments with developmentally appropriate activities. 

4. Collect and maintain paperwork for licensing and billing.  

5.        Work with community partners. 

6. Communicate effectively with children, their parents, other YMCA staff, and center 

guests. 

7. Report any concerns to your supervisor. 

8. Respond to emergencies according to YMCA procedures. 

9. Maintain confidentiality regarding personal information on children and staff 

 

Responsibilities: 

1. Collect fees and co pays from families- assist families in getting set up for the 

Automatic Payment System. Handling paperwork thoroughly. 

2. Maintain compliance with ODJFS licensing standards. 

3. Coordinate and handle the Step Up to Quality initiative for center. 

4. Hire and supervise teachers and teacher’s assistants. 

5. Observe and provide feedback to teachers on a regular basis. 



6. Assist in the budget development process.  

7. Meet or exceed budget expectations. 

8. Maintain excellent relationships with employees and partnering departments for 

center operations. 

9. Coordinate special needs accommodation plans for children with disabilities with the 

lead teachers and the parents. 

10. Lesson plans will indicate Ohio’s Common Core Standards.  

11. Assist with center enrollment and maintain 90 – 100% enrollment. 

12. Provide a developmentally appropriate education and care for children. 

13. Provide on time and accurate information concerning the public fund invoicing. 

14. Share in YMCA larger program functions when called upon. 

15. Enroll all families, assuring that paperwork and proper procedures are followed for 

enrolling all children. 

16. Model healthy living and lifestyle. 

17. Assist with other duties assigned. 

 

Expected Results: 

• Safe, healthy and developmental programs for children. 

• Maintain an educated and diverse staff team. 

• Active recruiting to maintain enrollment. 

• Meet or exceed budget expectations. 

• Annual measured quality improvements. 

 
YMCA COMPETENCIES (Team Leader): 

Mission Advancement: Models and teaches the Ys values. Ensures a high level of service with a 

commitment to changing lives.  Provides volunteers with orientation, training, development, and 

recognition. Cultivates relationships to support fund-raising. 

Collaboration: Champions inclusion activities, strategies, and initiatives. Builds relationships to create 

small communities. Empathetically listens and communicates for understanding when negotiating and 

dealing with conflict. Effectively tailors communications to the appropriate audience. Provides staff 

with feedback, coaching, guidance and support. 

Operational Effectiveness: Provides others with frameworks for making decisions. Conducts prototypes 

to support the launching of programs and activities. Develops plans and manages best practices 

through engagement of team. Effectively creates and manages budgets. Holds staff accountable for 

high-quality results using a formal process to measure progress. 

Personal Growth: Shares new insights. Facilitates change; models adaptability and an awareness of 

the impact of change. Utilizes non-threatening methods to address sensitive issues and inappropriate 

behavior or performance. Has the functional and technical knowledge and skills required to perform 

well; uses best practices and demonstrates up-to-date knowledge and skills in technology. 

 

To Apply: Send your cover letter and resume to Daniel Tinch, CEO, at danielt@wcymca.org. 

 

 


