
Education Coach  November 2019 

Position Description 
Explorers Academy 

 
         
Functional Title: Education Coach 
Supervisor:    Head Start Director 
Pay Band:   Band 4, Level 3 
FLSA:     Exempt 
Position Status:   40 hour week/ 43 weeks 
  

SUMMARY OF RESPONSIBILITES 
Ensures that high quality, individualized, early childhood education is provided to Explorers Academy 
children in a center-based environment.  Shares expertise with classroom teachers and teaching assistants 
to assist with implementation of research-based curriculum in an enriched learning environment.  Serves 
as a mentor for Teachers and Teaching Assistants.  Regularly provides consultation and support to 
Teachers and Teaching Assistants.  Demonstrates and models effective teaching techniques.  Coaches 
Teachers and Teaching Assistants as they learn new skills. 

 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

  
• Serves as a coach and mentor to teaching staff.  
• Using appropriate observation techniques and recording methods, observes and monitors 

classroom educational programs to ensure compliance with Performance Standards.  
• Supports Teaching Team Training (professional development) for the education staff, including 

training in, Creative Curriculum, TSGold, Second Step and other research-based programs and 
teaching strategies.  

• Keeps current and reliable in Classroom Assessment Scoring System (CLASS).  
• Conducts regular CLASS observations and keeps current with CLASS data.  
• Provides support for the in-house CDA courses.  
• Demonstrates appropriate teaching techniques in classroom settings.  
• Assists Teachers and Teaching Assistants in analyzing their own practice.  
• Provides support and encouragement to teaching staff.  
• Arranges for or provides training, as needed, to support education employees in performing their 

classroom duties.  
• Collaborate with the Social Emotional Coach as needed. 
   

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.  
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• 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.  

  
USING ACTIVE SUPERVISON TO KEEP CHILDREN SAFE: 
Explorers Academy uses the strategy of Active Supervision to ensure that no child is left unattended while in the 
care of Explorers Academy. Incidents of children left unsupervised must be immediately reported to the Executive 
Director. 
 
All Explorers Academy employees are responsible for the safety of children in our program. Active Supervision 
requires focused attention and intentional observation of children at all times. All employees who care for children 
position themselves in classrooms, on playgrounds, in hallways, on buses, on field trips and in any space where 
children are present so that they can observe all of the children: watching, counting, and listening at all times. They 
also use their knowledge of each child's development and abilities to anticipate what he/she will do, then get 
involved and redirect them when necessary. 
 
EDUCATION AND EXPERIENCE REQUIREMENTS: 
A four-year degree in Child Development or equivalent with a minimum of five years of classroom experience in 
early childhood education or elementary education or a related field (e.g. special education).  A minimum of 20 
ECE units are required.  Previous experience as a teacher or teachers assistant is preferred.   
  
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.  Prolonged periods are spent 
standing and walking throughout the classroom.  Must be able to sit and stand on the floor throughout the 
day, and bend, kneel, or squat to be at eye level with children. 
  
The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 
50 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.   
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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.  
   
SIGNATURE:  
As an Explorers Academy employee, I am expected to adhere to all agency policies and procedures and to 
act as a role model in the adherence to those policies and procedures.   
  
I have read and understand this explanation and job description.  
  
  
                        
Employee Printed Name                  
 
 
                              
Employee Signature                 Date  
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