Imagination Campus, a small private preschool in the Katy/Fulshear area, is seeking a full-time Administrative Assistant who will assist with the day to day project management and administrative support to the Director.  Applicants must be extremely dependable, healthy, energetic, nurturing, creative, patient, and a team player and multi-tasker.  This job does require a complete FBI fingerprint background check. Only applicants serious about early childhood education need apply.  Please email resume to gina@ickaty.com or call (281) 394-7529.      end_of_the_skype_highlighting
Responsibilities Include:  

· Excellent communication skills 

· Multi-tasker with great work ethics

· Working in a professional manner with staff, students, parents, visitors, vendors, etc.

· Being prepared to work flexibly with the diverse situations which arise in an early childhood education setting

· Dependable attendance

· Must be able to take direction and work as part of a team

· Must have current CPR and First Aid Certification (or obtain before employment date) 

· Actively involved with children

· Must have a professional appearance

· Be familiar and comply with state child care licensing requirements and employer policies

· Supporting teachers daily as needed and providing assistance to school Director

· Completing administrative tasks including handling incoming calls, maintaining children’s records according to state guidelines

· Maintain an organized filing system

· Perform and keep up with all daily, weekly, and monthly safety checks, inspections, classroom maintenance sheets, etc 

· Charge, collect and post tuition and maintain receivables

· Leading informative and engaging school tours to potential clients along with registering and enrolling new students 

· Help to plan, prepare and execute school holiday parties, fundraisers, graduation events and more 

· Assist with planning and implementation of summer camps

Minimum Education and Experience:
· Must have basic knowledge of Microsoft Office products (MS Word, Power Point and Excel) and the ability to learn new software

· Have a High School Diploma 
· Excellent communication skills both written and verbal. 

· Must be 18 years or older

· Minimum 2 years of experience

· Early Childhood Education credits/credential a plus!

Benefits: 

· School provides lunch and two snacks

· School provides on-going training and development 

· 6 days paid vacation earned per year 

· Personal time after 90 days of employment 

www.imaginationcampus.com
