Position: Executive Director
Hours: Monday-Thursday:;

8am-2pm(24 hrs/wk)

Wages: DoE ($18-23 an hr)

About the Preschool Director

The Executive Director (ED) at Chilkat
Valley  Preschool (CVP) is a
multi-faceted role. The ED is the lead
administrator, personnel  manager,
financial manager, fundraising
coordinator, and community liaison for
the preschool. In addition, they are
tasked to help the Board update and
maintain the long-term goals of
preschool fo meet community needs.

Chilkat Valley Preschool is looking for a
motivated self-starter to fill the
position of an Executive Director for

our school. Our ideal Executive
Director will demonstrate strong
leadership skills, is an excellent

communicator, and can motivate and
inspire others. This position requires
strong organizational skills, ability to
work independently, and ability to take
direction from the volunteer Board of
Directors.

Requirements

1. Current CPR (CVP will pay for
after the first year)

2. Current negative TB tfest

(CVP will pay for after the

first year)

At least 18 years old

4. Pass a background check

w

Interested In Applying?

Please email the following to
cvpreschool@aptalaska.net

1. Resume

2. Cover Letter

3. 3 References with contact
information
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1. Bookkeeping: The Executive Manager is responsible for keeping all CVP financial records organized and
up to date. Specific duties include accounts payable and receivable, payroll, grants, and tuition
assistance forms, prepare monthly financial statements for board meetings, collect tuition, maintain
tuition records, and manage all records pertaining to gaming permit, workman's compensation, and
insurance. Working with finance committee duties are to prepare annual budget, complete and file
quarterly reports and annual taxes.

2. Operations: The Executive Manager is responsible for overseeing preschool operations and filing all
necessary forms regarding immunizations with the Health Department. Other operational duties include
being available during school hours for parent's comments and concerns. The Executive Manager will
attend monthly board meetings, collect mail, and monitor preschool telephone and answering machine.
When State Licensing concerns arise, the Executive Director will work with Facility Administrator
(usually the lead teacher due to qualifications) to maintain adherence to licensing requirements.

3. Liaison: The Executive Manager acts as liaison between Chilkat Valley Preschool and the Haines Head
Start, Haines Borough School District, Haines Borough staff, Borough Assembly, Senior Center, and
granting agents. In this capacity the Executive Manager occasionally attends public meetings and
composes written reports. The Executive Manager is also responsible for coordinating the annual request
to the Haines Borough for operating support.

4. Fundraising Coordinator: The Executive Manager is responsible for helping coordinate fundraising
events throughout the school year and summer. Duties may include overseeing or managing a volunteer
schedule, ordering food/supplies, coordinating where the event may take place and getting all required
paperwork o appropriate parties. The Executive Manager may suggest more fundraising ideas or special
projects that can be brought forth to the board for approval.

5. Special Duties: The Executive Manager is responsible for keeping an up-to-date schedule/calendar of
upcoming events, vacation days where it is visibly seen by working staff and parents. The Executive
Manager is responsible for finding an appropriate substitute, to be approved by the Board, if he/she is
out of town for longer than 1-week. The Executive Manager is also responsible for finding a daily sub for
staff members.

5. Hours: The Executive Manager will work the hours of operation of preschool or other regular hours as
approved by Board. The position is part time (16 hours a week, with a ceiling of 20 hours a week)
September - May and approximately 2 hours/week June, July, and August. Set hours need to be
advertised at CVP, on website, phone messages, and social media links. All timecards will be signed off by
CVP Treasurer before checks are printed.



