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https://www.careercross.com/company/detail-92982
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to appoint a Full Time Assistant Director for OIST’s Child Development Center Preschool Program. The Assistant Director
will assist the Director in the daily operation of the preschool program for children ages 2 months to 6 years of age. This
includes supervising Team Leaders, Classroom Staff and working with the Director to facilitate the further development of our
preschool program as it grows.

1. Management Support

« Ensure efficient onboarding and offboarding of Classroom Staff and Team Leaders and implement required trainings
and professional development

« Perform classroom inspections and health and safety checks and provide feedback to Classroom Staff and Team

Leaders

Advise Team Leaders on planning work shifts, approve time sheets for the Team Leaders

Supervise staff members in accordance with OIST/ CDC policies and procedures

Conduct first level interviews for all new CDC employees, and provide feedback for candidates doing circle time

Deputize for the CDC Director in the absence of the CDC Director and CDC Assistant Director

Support Team Leaders regarding inquiries and concerns from parents or staff

Assist the CDC Director in evaluating Team Leaders and Classroom Staff

2. Operations

« Assist the CDC Director/Assistant Director to create and implement policies and procedures.

Advise teachers on appropriate target outcomes, teaching methods, behavior management and curricula for
preschool programs

Plan and execute center events including budget management

Ensures compliance with CDC and OIST Health and Safety policy and procedures

Coordinate with Facility Management Section for maintenance of the CDC buildings and facilities

Assist with the procurement of educational supplies and materials

Support Classroom Staff with IT issues

3. Communications

« Schedule and facilitate the monthly Team Leader Meeting and take meeting minutes

« Update the Director with information regarding the care and safety of children as well as any staff or operational
issues as necessary

« Attend and participate in internal and external meetings, and center events, as requested

« Contribute to the creation of school newsletters in collaboration with other CDC members

« Support website, email distribution lists and required forms as needed

4. Other

« Support the collection of necessary data and information for decision making, auditing and reporting purposes
« Assist with other daily duties as needed
« Attend internal and external meetings and committees and take minutes as requested

OISTTIE. BEPZEDSFHROBBFRIEA LODOHDRGHNRIRY BHD—RE LT, OISTOFvAIL K - FT4xXOy
TAVKN -2V d— - TVRI—=I - TATSLDINIA L - TIRAIV N - TaL 29— RBIER) 28%£LTVWE

To PYVRIVIENTAL I —IF, £HR2HADSRETDFELAER/RELLZTYRI—ILTASSLOBENEEIC
BWT, TALIY—%6@ELET, ThiCiE, F—L)—49— 95RARYv 7, BBEOEE -8, ZLTFVR

J=I 7OV LDERICHED SLRDIRBERIZDICTALII—EBFATEZIEDNEETNET,

1.IRIAY MYR—b

o VSRI—LARIYITEF—L) —F—DMNENRIVR—TA VT EFTR—T AV I5HIREL., RELRFEESE
FIRENBEIR A EHET .

HEORBELEFETF Vv IEERL. VF3ARIYTEF—L)—9—ICT71— RNy I %RH#T 3,

F—LY) ==L, BT MNDOHEETZ RNAAL, F—LY—45—DY1L>—N52EET 3,
OIST/CDCO A RUFIRICHEL., R v T EEET B,
CDCOFIABELEARRE LA—REFEEEEL. Y— V7 LEBFOEFHEICT 1 — KN\y 0512 3,
CDCT ALY 49—RUCDCTYRIVINT A LII—HITEDHE. CDCT 1 LI 9—DRIEEFED B,
REEPRI Y IHLDOBVEDLEPRISFBICEALT, F—L)—9—%HR—-+bT 3,

F—bL)—=F =0 F2AIN—LRY Y TOFMECEWTCDCT 1 L V9 —%FikET %,

2. 7ARL =23y

CDCT A LIF—ITYRIV MTA LIS —%BEL, HFEPFIREFEHR. EET .

TIVRU—=LTOT 5 LOBNGEFERR. EEAE THEE. AVF215LICDOVWTHMICHET 2.
FHEREZ SO LYY —TEOGBERUET,

CDCRUOCISTOREEHEAHRUFIREZETFY 5,

CDCOEYMVHERDHFERICDOWT, MBREEREAEY 2,

HERMCBEMOREEZIERT 5.

ITICEY 2RBETI ZRIV—LRY Yy TaHR—FT 3,

3.3Xaz=F—vav

Page 2 of 3



BRADF—L)——3I—F4 V0BT a—)LL., #ETL., BEREERT B,
FEHELEEDI T ERLBICEATZER. A9y 7FHLIEELOBREAMLEILS L TERICEKRE T %,
BRI LT, BRADEEZPEDTEICSMT 5,

fDCDCA Y NR—EBAL, RTZ—I=Za2—X LY —DERICEHRT 3,

MHBIZIKLT, D279 A b, A—VEEVR M, BEBRTI+—LEYR—FT 3,

4. Zfts

BRRAE. BEE. BEANTRELT I PBERONELY F— T2,
BEICHLCTZOMOAEEB = #HENT 5,
HAADERBLPEERICHEL., BFICH L TEEREERT 2.

2F) - B
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. Hoikushi Certificate or Bachelor’'s Degree in any field or an Associate Degree in Early Childhood Education
. Effective computer skills, including experience with MS Office (Word, Excel, PowerPoint)

. 3-5 years of experience working in an International Preschool Environment

. Management or leadership experience in a teaching environment

. Strong Japanese and English communication skills

. Teaching Certification (from any country) or willingness to pursue teaching licensure

. Valid Japanese drivers’ license

(Preferred)

1.

Degree in Early Childhood Education

2. Experience in the design of curricula for nursery & preschools
3. CPRY/ First Aid Certification
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