
 

Job Description 
Employee’s/Volunteer Name:  

Job Title: Assistant Teacher  

Reports To: Preschool Director  

Secondary Accountability: School Principal and Board of Education  

Department: Little Stars Early Learning Center 

Exempt Status: Exempt 

Position Type: Hourly 

Employee Type:  

Number of Hours per Week:  Varies* 

Aim: 

 

The Assistant Teacher will assist the preschool director in providing a safe and caring environment for 

children. The Assistant Teacher will assist the teacher they are working with instruction and 

maintaining, cleaning, and organizing the classroom.  

Qualifications and Requirements: 

1. The Assistant Preschool Teacher will be a member in good standing of Bethlehem Lutheran 
Church or a committed Christian with membership at another church. 

2. He/she will be expected to faithfully perform his/her duties in a way that honors Christ and is an 
example to other following Bethlehem’s Mission & Vision.  

3. He/she will carry out duties with total honesty and integrity and maintain cordial compatibility 
with the rest of the staff. 

4. He/she will maintain strict confidentiality and abide by the guidelines set forth in the Bethlehem 
employee handbook. 

5. He/she will have the spiritual gifts of teaching and hospitality. He/she will connect well with 
families and provide educational excellence in the classroom.  

6. He/She will have a high school diploma.  

 

Core Competency 

Teamwork:  Works well with others.  Cooperates and maintains positive attitude as part of a team.  

Recognizes and respects other’s point of view.  Willing to help outside area of responsibility. 
                        

Communication: Expresses oral and written ideas clearly.  Exercises good listening skills and requests 

clarification if unsure how to proceed.  Keeps employees and colleagues informed.  Respects and protects 

confidential information.  Presents information in a clear and concise manner. 

 

Positive Attitude: Energized by tough challenges and committed to finding solutions; looks beyond barriers.  

Seeks input and open feedback or suggestions.  Sees possibilities and opportunities. 

 

 

 

Bethlehem Lutheran Church 

808 Weiss St. 

Saginaw, MI 48602 



Adaptability: Adapts to change and is flexible.  Understands changing priorities.  Willing to put in extra 

effort to accommodate changing requirements of the job. 
 

Personal Skills: 

1. Be patient, warm, and caring. 

2. Have fantastic listening skills. 

3. Have the ability to relate and connect to people with diverse backgrounds.  

4. Have the ability teach academics and the faith with different methods and techniques. 

5. Have the ability to collaborate with others.  

6. Have energy and stamina. 

Ministry Responsibilities: 

 

Primary Duties and Responsibilities 

1. The Assistant Teacher will assist with daily preparation of student materials.  

2. The Assistant Teacher will help with the organization of activities, field trips, classroom visitors, 

and any extra curricular activities. 

3. The Assistant Teacher will assist the teacher with bulletin boards, student learning centers, art 

projects, set up, clean up, general classroom preparation, etc. 

4. The Assistant Teacher will contribute to the weekly newsletter.  

5. The Assistant Teacher’s physical presence is required at all times when more than ten children 

are present. 

6. Under the direction of the Lead Teacher, when the teacher is instructing a class, the Assistant Teacher 

must be able to take distraction and/ or discipline measures if necessary. 

7. Under the policies and procedures of the director, the teacher assistant will supervise children 

and provide direction during activities. 

8. The Assistant Teacher will provide large and small group instruction under the direction of the 

director.  

9. The Assistant Teacher will work one to one with specific students under the direction of the 

director 

10. The Assistant Teacher will assist students with academic assignments. 

11. The Assistant Teacher will help in the making and/or preparing instructional and affective 

materials. 

12. The Assistant Teacher will participate with all preschool related activities at Little Stars Early 

Learning Center and Bethlehem Lutheran School. 

13. The Assistant Teacher will be trained in CPR and First Aid. 

14. The Assistant Teacher will assist the lead teacher with observations and knowledge used in report cards 

and conference. 

15. The Assistant Teacher will help the teacher to monitor the physical plant for safety issues and 

sanitary issues following Michigan State Rules and Regulations. 

 

 

 


