  Early Learning Counties Manukau
Teacher Aide Position Description
Appendix A
	Vision Statement

To be the best not for profit early childhood provider, in partnership with parents and community – recognising children as the heart of all we do.




	Position:

	Teacher Aide

	Responsible To:

	General Manager

	Directly Reporting To:
	Centre Manager

	Working Relationships With :
	Teaching Team, Finance Manager, Operations Manager, Association, Children, Families and Whanau.

	Primary Objective:
To provide support to the teaching team, the centre programme and the learning outcomes for children.  

Key Accountability:
· Access appropriate advice and support through the Centre Manager and Association administration and professional support team.

· Effectively complete delegated tasks according to the specified requirements
· Work in support of the Association’s vision, values and strategic direction
Duties Include:
· Prepare and maintain resources as required
· Assist with setting up and tidying the centre environment 

· Support the centre programme under the direction and supervision of teaching staff 

· Assist with the routine needs of children 

· Ordering resources 

· Update displays and noticeboards 

· Minor administration tasks (photocopying, filing, writing notices, etc.) 

· Assisting with other duties that may arise from time to time 




