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OUR MISSION: Our mission is to develop young adults with character like America’s founding Renaissance man, 

Benjamin Franklin: well-read, scientifically curious, and civically engaged. 

 

OUR VISION: Our students will excel academically through a challenging, sequenced curriculum that emphasizes 

math, science, and literacy.  We will be a data driven institution, focusing on individual students.  Our students, 

teachers, parents, staff, and leaders will be held accountable for the success of our school.  Finally, we recognize that 

an education is incomplete without fostering the arts, sports, nature, and character. 
 

JOB TITLE:  PRESCHOOL DIRECTOR 
 

REPORTS TO: PRINCIPAL 

 

GENERAL STATEMENT OF JOB: 

Ben Franklin Academy is seeking a Preschool Director who is in charge of all aspects of the 

preschool program.  This includes, but not limited to, hiring staff, managing enrollment and 

observing and overseeing of the day-to-day activities within the program.  The program is 

designed to offer parents a high-quality choice in early childhood education and to ensure 

every child is prepared for a smooth transition into Kindergarten, whether they transition into Ben 

Franklin or any other school.  The program is based on the best practices in early learning and 

the Core Knowledge Preschool Sequence.  It provides an opportunity for parents to jump start 

their child's education in a nurturing, creative, fun and developmentally appropriate 

environment.  

DUTIES AND RESPONSIBILITIES: 

• Create an environment where children feel safe and love coming to preschool 

• Oversee all operations and procedures of the preschool 

• Create an annual budget for the school, to be voted on and approved by the principal 

and school board 

• Handle general finances of the preschool: work within approved budget, order 

curriculum and supplies, submit payroll and bill and collect monthly tuition 

• Ensure that policies and procedures of the school are being followed along with 

appropriate forms of discipline 

• Ensure all rules and regulations from the Colorado Department of Human Services are 

implemented 

• Plan special school activities, back to school nights, graduation and holiday programs as 

well as putting the school calendar together each year 

• Keep communication lines between his/herself and the staff, students and parents open 

at all times in order to build a collaborative environment 

• Build, establish and maintain positive relationships in the community that supports a 

diverse student population and the vision and mission of the preschool 

• Be active in student development and care by being aware of changes the student is 

dealing with, keeping track of illnesses and by giving a listening ear to young students 

• Conduct tours and actively seek new students 

• Provide an environment that promotes the 13 Virtues of Ben Franklin.  
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• Perform other related duties as assigned or requested 

 

SUPERVISORY RESPONSIBILITIES  

• Supervise the daily activities of the preschool staff 

• Train and observe preschool staff  

• Perform annual performance reviews 

• Seek out prospective teachers and assistant teachers, conduct interviews and choose 

employees as needed 

 

EDUCATION and/or EXPERIENCE: 

1. B.A or B.S. College degree in Early Childhood Education or closely related field 

 

LICENSES OR CERTIFICATION: 

• Hold a current Director qualification letter from the State of Colorado Division of Child 

Care 

• Current CPR, First Aid and Universal Precautions certification (or willing to obtain within first 

30 days) 

 

PREFERRED EXPERIENCE 

• 3-5 years’ experience as a Preschool Director 

• Strong organizational, planning and implementation skills 

• Experience or knowledge of Core Knowledge Preschool sequence  

• Knowledge of teacher evaluation and observation methods  

• Proficiency in Microsoft Excel, PowerPoint, Word and Outlook  

• Work effectively with staff  

• Ability to understand and follow complex oral and written instructions  

• Meet attendance standards and work the hours necessary to perform the essential 

functions of the job  

• Maintains a generally positive attitude  

 

LANGUAGE SKILLS 

Ability to read and interpret documents such as safety rules, policy and expectation 

documents, staff agreements, evaluation requirements, curriculum/materials, and student 

assessment documents.  Ability to effectively document classroom observations, analyze data 

to improve instructional practices and correspond with staff from all levels.  Ability to speak 

before groups of staff, governing board, administration and parents. 

 

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 and hear.  The 

employee is frequently required to sit and reach with hands and arms.  The employee is 

required to stand and walk.  The employee must occasionally lift and/or move up to 25 pounds.  

Specific vision abilities required by this job include close vision, distant vision, color vision, 

peripheral vision, depth perception, and the ability to adjust focus. 
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WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 

encounters while performing essential functions of this job.  The hours may be long when specific 

needs arise, thus some extended schedules will be necessary.  This is a position that must attend 

to the needs of staff, administrators, governing board and parents.  Ben Franklin Academy is a 

dynamic school that is subject to changing work environments and adaptability to change is 

essential. 

 

SUMMARY 

All employees of Ben Franklin Academy work together to fulfill the mission and vision statements.  

The thoughts reflected in this job description provide structure to the responsibilities and 

accountabilities for this position.  Ben Franklin Academy expects to employ professionals who 

will work beyond job descriptions, creating both a fulfilling school environment and positive 

outcomes for students.   
 

For more information, please visit http://www.bfacademy.org/careers 
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