
Covenant Nursery School
Position Description

Position Title: Executive Director

Reports to: CNS Board of Directors
Supervises: CNS Lead Teachers, Assistant Teachers, Substitutes, and Volunteers
Salary: Range is $50,000 - $55,000, commensurate with qualifications and experience

Covenant Nursery School is a part day preschool program serving around 60 children that
utilizes a nature focused, developmentally appropriate, play-based approach to guide the path to
children's learning.  We believe each child's uniqueness must be appreciated and nurtured.
Children at Covenant Nursery School are encouraged to explore, wonder, create, make mistakes,
question, and repeat experiences with teachers along to help guide their experiences. We focus
on the social-emotional, physical, cognitive and language development of children ages 2-5 years.

Position Overview
The Executive Director of Covenant Nursery School is responsible for maintaining the daily
operation of the facility, implementing a developmentally appropriate early childhood curriculum,
supporting and guiding all CNS teaching staff, and developing strong relationships with children
and their families.

Qualifications
● Bachelor’s degree in Early Childhood Education/ Child Development or related field OR 10

years experience in Early Childhood Education or related field
● Coursework directly related to early childhood and/or child development from birth to age 6

(18 semester or 27 quarter hours) (per Illinois DCFS requirements)
● Related courses in administration and staff relations
● Early childhood teaching and/or directing experience
● Leadership, management skills, and effective verbal and written communication skills
● Knowledge of DCFS licensing standards
● Proficient computer knowledge: Word, Excel, Powerpoint, Zoom, e-mail
● Budgeting and financial competency preferred, knowledge of Quickbooks preferred

Work year/ Hours:
● 30-40 hours per week depending on time of year
● Year round position - hours vary based on time of year and programs held
● Regular school hours - 8:30-2:30
● Some evenings and weekends required when school events are planned

Benefits:
● Paid holidays
● Paid personal and sick time



Physical Requirements:
● Be able to lift up to 30 lbs.
● Be able to walk, squat/ kneel, push/pull, twist, turn, bend and stoop and sit on the floor
● Be able to see, hear, and speak with the children

DUTIES AND RESPONSIBILITIES

Staff Management
● Facilitate an atmosphere of cooperation, teamwork and mutual respect.
● Provide supervision and support to teaching staff individually and in teams regarding

classroom dynamics and individual children’s behaviors to ensure they have the support and
guidance needed to provide quality services to all children and families served.

● Guide staff development and implement an inclusive, anti-bias, equitable, culturally
appropriate learning environment.

Curriculum and Program Quality
● Oversee classroom curriculum planning to ensure teachers plan for activities and

experiences that are safe, encourage play and exploration, promote problem solving and
learning, are developmentally appropriate, promote growth in all developmental areas,
reflect a variety of learning styles, and meet the needs of all children.

● Guide teachers to plan, prepare, implement and manage a developmentally and culturally
appropriate curriculum for children 2-5 years old utilizing resources and tools from Creative
Curriculum, Reggio Emilia, and Conscious Discipline approaches

● Work sensitively with parents and teachers on issues of concern – helping to identify
children who need additional services and/or developmental screenings and guiding the
parents through the process of accessing them.

Leadership
● Carry out the mission, vision, and values established by the Executive Director and Board of

Directors
● Establish and implement an on-going staff development program based on the latest

research in child development
● Assist in creating a social and emotional climate that fosters a collaborative and supportive

school community for families and staff

Administrative Responsibilities
● Oversee the enrollment and day to day operations of all aspects of Covenant Nursery

School’s program: morning classes for 2-5 year olds, all lunchtime enrichment classes
(including Pre-K), early care, and summer camp

● Ensure compliance with state licensing requirements (Illinois Department of Children and
Family Services).  Conduct annual licensing visits with state evaluator.  Maintain complete
and up to date records (staff, children, etc.)

● Schedule and oversee any facility maintenance necessary
● Other duties as assigned

Community Relationships
● Actively form relationships with members of the Early Childhood community, including the

Evanston Early Childhood Council



● Maintain communicative and supportive relationships with representatives of Trinity Lutheran
Church

Financial Management
● Ensure the financial viability of the organization through budget management in the areas of

tuition invoicing, tuition collection, purchasing of goods and services, accounts payable, and
balancing revenue and expenditures

● Compute and submit bi-monthly payroll for staff (on the 15th and end of the month).

Covenant Nursery School is an equal opportunity employer. We celebrate diversity
and are committed to creating an inclusive environment for all.

Email cover letter and resume to Board President, Johanna Nyden, at johannanyden@gmail.com
no later than Sunday, April 17, 2022 at 10:00p; Subject Line: CNS Executive Director Application

mailto:johanna.nyden@gmail.com

