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https://www.careercross.com/company/detail-92982

About Tedako Child Development Center (CDC)

The CDC opened on the OIST campus in 2013 with the goal of developing an educational environment for all OIST staff and
student children. The CDC is classified as an non-registered day-care facility and provides high quality bilingual (English and
Japanese) childcare and early childhood education for children ages 0-6 to meet the unique childcare and educational needs
of the OIST community, which consists of staff and students from around the world.

About the Bilingual Education Program

Currently, CDC has approximately 160 children ages 0-6 from all over the world. In this linguistically and culturally diverse
environment, CDC employs an educational program called the Bilingual Simultaneous Learning Imagination. Each class
(with the exception of the infant class) is staffed by a Japanese and an English specialist, who work with the children using
only the language of their choice to promote effective acquisition of both Japanese and English. Additional support staff are
assigned depending on the number of children in each class to assist with class management.

Position summary:

As part of continued efforts to improve the educational environment for children of employees and students, OIST is seeking
to appoint a full-time team leader for OIST’s Child Development Center (Infant/Pretoddler/Toddler/Preschool/Kindergarten)
Program. The team leader will assist the management and classroom staff in the daily operation of the preschool program
for children ages 2 months to 6 years of age. This includes supervising classroom staff and aids and working with the CDC
Director and CDC Management Team to facilitate the further growth and development of our preschool program.

Position:
CDC (Infant/Pretoddler/Toddler/Preschool/Kindergarten) Group Leader

Responsibilities:

1. Supervisory (20%)

« Observe and give feedback for CDC candidates at circle time interview for new classroom staff

« Participate in onboarding of new classroom staff and contribute to trainings and professional development of staff

« Plan work shifts, approve time sheets and supervise staff members in accordance with OIST/ CDC policies and
procedures

« Perform classroom inspections and provide feedback to classroom staff

« Perform bi-annual observation and give feedback for classroom staff

« Provide a basic performance evaluation for classroom staff

2. Classroom Support (65%)

« Advise classroom staff on appropriate target outcomes, teaching methods, behavior management and curricula for
preschool programs

Attend field trips as necessary

Support classroom staff to complete administrative procedures

Cover classroom to ensure ratios for planned/unplanned leave and for staff shortage

Work to ensure consistency in operations among group leader team, and throughout the CDC

3. Communication (10%)

« Communicate information about the law as it applies to preschool policy, education, school curriculum, rules and
expectations of local government

« Update the CDC Management Team at regularly scheduled meetings with information regarding the care and safety
of children as well as any staff or operational issues and parent concerns

« Give feedback to the CDC Management Team from classroom staff to assist the CDC Director to create and

implement policies and procedures

Attend and participate in meetings, center events, and parent meetings as requested

Work with classroom staff to create and distribute monthly preschool newsletter

Update the website, email distribution lists and required forms as needed

Support parent teacher communication

Serve as a point of contact for parents who have concerns about classroom

Present at Parent Orientation.

4. Other (5%)

« Support the collection of necessary data and information for decision making and reporting
« Support in the translation of communication and center documents
« Assist with other daily duties as needed
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Required

1. Hoikushi

2. Computer literacy

3. Leadership experience in a teaching environment

4. Excellent communication skills in English and Japanese
5. Valid Japanese driver’s license

Preferred

1. Degree in Early Childhood Education

2. CPRY/ First Aid Certification

3. Experience in the design of curricula for nursery & preschools

4. Experience in an international preschool environment, and or experience in preschool outside of Japan

*Interviews are conducted in both Japanese and English.
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