
 

  
 

JOB DESCRIPTION 
CONTRACTUAL POSITION 

 
JOB TITLE: Early Childhood Care and Education (ECCE) Teacher/Administrator 
JOB SUMMARY:  
 
Requires the incumbent to manage the operations of ECCE Centres in keeping with proper 
educational practices.  The incumbent may be required at times to teach students in ECCE 
Centres in accordance with the approved curriculum.  Duties include monitoring the progress 
of students, effective classroom supervision and guidance to ensure the all-round 
development of students. 
 
REPORTS TO: 
 

ECCE Manager 

SUPERVISION GIVEN 
TO: 
 

ECCE Teacher, ECCE Assistant Teacher, ECCE Caretaker 

DUTIES AND RESPONSIBILITIES: 
• Assists with planning activities using a variety of material and equipment to improve 

Plans, coordinates and directs the operations of the ECCE centre. 
• Coordinates activities and attends to the personnel function, supervision of staff and 

other matters relating to the services offered at the ECCE centre. 
• Organizes and assists in conducting regular staff and PTA meetings, training and 

professional development sessions for staff. 
• Develops programmes to encourage and support family/community participation in 

the ECCE centre. 
• Liaises with the ECCE Unit of the Division of Education with regard to current trends in 

teaching/learning practices. 
• Serves on various NGO committees, to promote early childhood care and education.  
• Prepares performance appraisal reports on staff. 
• Assists in general duties as required from time to time to maintain the efficient 

operations of the ECCE centre. 
• Ability to communicate effectively with others both orally and in writing. 
• Ability to identify problems, determine information accuracy and relevance, generate 

and evaluate alternatives and make recommendations. 
• Ability to establish and maintain effective working relationships with others. 

 
KNOWLEDGE, SKILLS AND ABILITIES: 
KNOWLEDGE: 
 
 

• Sound knowledge of the theory and practice of early 
childhood education. 



 

• Sound knowledge of evaluation and measurement 
techniques. 

• Sound knowledge of modern methods, principles and 
techniques of teaching. 

• Sound knowledge of the philosophy and psychology of 
education. 

• Sound knowledge of the use and operation of tools, 
equipment/machinery in the subject area(s). 

• Sound knowledge of modern skills and techniques in the 
particular subject. 

• Working knowledge of safety practices specific to the 
teaching location. 

• Working knowledge of the principles and techniques of 
counselling. 

• Basic knowledge of the principles and practice of First Aid. 
• Basic knowledge of the Civil Service and Public Service rules 

and regulations. 
• Basic knowledge of the relevant computer applications. 

SKILLS AND ABILITIES 
 
 

• Sound evaluation and measurement skills. 
• Sound communication skills. 
• Sound human relation skills. 
• Sound planning and organizing skills. 
• Sound skills in the operation of tools and equipment 

pertinent to subject area taught. 
• Sound skills in the observation and analysis of students’ 

behaviour. 
• Intermediate counselling skills. 
• Basic computer skills. 

MINIMUM EXPERIENCE AND TRAINING: 
 

• 5 CXC/GCE O Levels (General Proficiency) including Mathematics and English 
• Bachelor’s Degree in Early Childhood Education. 
• Considerable knowledge and experience in the field of Early Childhood. 
• Minimum of eight (8) to ten (10) years’ experience in the field of ECCE. 
• Experience and training in Curriculum Development and Implementation - ECCE. 
• Recognized Certificate in Administration and Management of ECCE. 
• A thorough understanding of the education system of Trinidad and Tobago with specific 

reference to ECCE. 
 

 


