
Explorers Academy  

615 North 19th Street  

Billings, MT  59101  
 

◄  VACANCY ANNOUNCEMENT  ► 

 
INTERNAL/EXTERNAL OPENING 

 
POSITION:   TRAINER/COACH 

 

WORKSITE:   615 North 19th Street 

     Billings, MT  59101 

 

RATE:    $750.00-$800.00/week– DOE Exempt 

   

OPENING DATE:  August 24, 2018 

 

CLOSING DATE:  until filled      

 

JOB DUTIES:   See Job Description 

 

QUALIFICATIONS:  A four year degree in education or related field 

is required with three years of classroom experience in early childhood 

education or elementary education or a related field (e.g. special education) 

preferred. 
 

 

WORK SCHEDULE:  Daytime Monday - Friday – 40 hour week/ 

42 weeks per year (furlough June and July) 

 

WHO MAY APPLY:  All Qualified Individuals 

 

HOW TO APPLY:  Submit Current Resume And Completed  

     Explorers Academy Application Form 

      

All Applications Must Be Submitted to: 

 

Human Resource Director 

Explorers Academy 

615 North 19th Street 

Billings, MT  59101 

 
Explorers Academy is an Equal Opportunity Employer 



Position Description 

Explorers Academy 

 
SUMMARY  

Functional Title: Trainer/Coach      

FLSA:  Exempt   

Position Status:  40 hours week/42 weeks year 

 

Summary of Position 

 

This position plans, organizes, and directs a wide range of professional development activities across the 

organization, including new employee orientation and on-the-job training.  This position is responsible for 

assisting employees in maintaining and improving their job skills which may include individualized 

training plans or developing and teaching classes to strengthen an employee’s existing skills.    

This position participates in service strategies that contribute to the welfare of Explorers Academy and the 

families served while being mindful of the responsibility to maintain confidentiality, be supportive and 

provide a flexible atmosphere.  This position serves with integrity and fidelity to ensure Explorers 

Academy Mission, Vision, and Values are incorporated into daily operations. 

 

 

DUTIES AND RESPONSIBILITIES 

 

 Serves as a trainer and coach to staff.  

 Coordinates with Management Team to provide quality onboarding of new staff as well as 

ongoing professional development opportunities for all staff. 

 In consultation with the Executive Director and Head Start Director, develops and implements the 

agency-wide training plan and budget. 

 Develops and presents training on a variety of subjects as needs are identified. 

 Provides support and encouragement to staff by providing the professional development tools 

necessary to be successful in their positions. 

 Ensures agency compliance by identifying areas that need strengthening and addressing training 

needs. 

 Ensures all mandatory training requirements are met on an annual basis, including health, safety, 

and child development.  

 Develops programs to ensure all staff receive training on Developmentally Appropriate Practices 

for preschool-aged children. 

 Monitors compliance with continuing education requirements.  

 Keeps current and reliable in Classroom Assessment Scoring System (CLASS). 

 Conducts regular CLASS observations and keeps current with CLASS data. 

 Trains staff concerning CLASS components and scoring system, including mentoring staff in 

improving skills. 

 Completes duties of a CDA Advisor, including mentoring CDA candidates, overseeing completion 

of Professional Resource Files, completing CDA Assessment Observation Instruments, and 

completing CDA applications. 

 Provides support for the in-house CDA courses. 

 Supports all staff in individualization of services, including children with special needs and 

culturally appropriate services. 



 Coordinates with Health and Operations component to ensure staff are capable of making all 

facilities safe and welcoming for children and families.  

 

 

ESSENTIAL SKILLS 

 

 Must maintain self-control and manage difficult or emotional situations with tact  

 and professionalism. 

 Must communicate clearly, both orally and in written format. 

 Must be organized to ensure timely and accurate documentation of required records and reports. 

 Must demonstrate respect and sensitivity at all times for cultural, racial and economic differences. 

 Must treat others with respect and consideration to foster a teamwork environment. 

 Must support and advocate the program’s approach to child development and education.  

 Must be able to use computer technology and understand its application to organizational and/or 

departmental function. 

 Engages parents and families and forms mutually supportive relationships with them. 

 

 

EDUCATION AND EXPERIENCE REQUIREMENTS 

  
A four-year degree in education or related field required with 3 years of classroom experience in early childhood 

education or a related field (e.g. special education) preferred. Experience in providing adult education strongly 

preferred.  Ability to become CLASS certified.   

 

PHYSICAL DEMANDS:  
The physical demands described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made to 

enable individuals with disabilities to perform the essential functions. While performing the duties of this 

job, the employee is regularly required to talk, listen, stand, walk and sit.  While performing the duties of 

this job, the employee is also often required to use hands to finger, handle, or feel objects, tools or 

controls, reach with hands and arms, climb stairs, balance, bend, stoop, kneel, crouch or crawl, taste or 

smell and move quickly to respond to children’s health or safety needs.  

 

The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 

60 pounds (e.g., when lifting a child). Specific vision abilities required by the job include close vision, 

distance vision, color vision, peripheral vision, depth perception, and the ability to adjust focus. 

 

WORKING CONDITIONS: 
The work environment characteristics described here are representative of those an employee encounters 

while performing the essential functions of this job.   

 

While performing the duties of this position, the employee sometimes works in a busy classroom 

environment or an office environment, travels by vehicle, may be exposed to changing weather 

conditions, and may work in varied environments.  Noise level is usually moderate.  

 

COMMENTS: 

This description is intended to describe the essential job functions and requirements for the performance 

of this job. It is not an exhaustive list of all duties, responsibilities and requirements of this position. Other 

functions and duties may be assigned as determined to be necessary for overall job accomplishment. 

 


