
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Troup House, St Johns Church, MacDonald Crescent, Wellington PO 

Box 27 421, Wellington, Telephone (04) 384 6560, Fax (04) 384 6562 
preschool@capitalcitypreschool.co.nz 

 

Early Childhood Teacher  
 

 
Reporting to: Centre Manager 

 
Responsible for: Children  aged  between  2  years  9  

months and 5 years 
 

Functional Relationships: Teachers,  parents,  Board  of  Trustees  
and whanau of the children attending the  
Preschool 

 

 About Capital City Preschool 
 
At Capital City Preschool (CCP) we aim to provide children with a caring, nurturing educational 

environment where they learn and develop intellectually, socially, emotionally, creatively an 

physically. We recognise and value the importance of early childhood education both as an 
important stage in a child’s life and a step towards beginning primary school. As educators CCP 

supports, affirms and challenges our children to build a love of learning through a programme 

incorporating child choice, structure and spontaneous learning experiences. 
 
Located in central Wellington CCP makes active use of the local community so trips outside of 

CCP are a frequent element of the programme. Safety is paramount in our trips to the central 

city library, museums, parks and the like. CCP has a strong ICT programme with creative use of 

ipads and other technology to support the curriculum of child development. To balance all 

learning aspects the children experience dance, music and physical development.   

 

 Main Objective of the Position 
 
Teachers work collaboratively together to provide a caring and nurturing educational environment 

for students to learn and develop. The position will focus on supporting children to transition to 

school through a stimulating programme of ICT, physical, intellectual, cultural and social 

activities. The position will contribute to ensuring the CCP programme delivers to the guiding 

principles of the Preschool Philosophy and the Early Childhood Curriculum: Te Whāriki.



 Specific accountabilities will be assigned based on the specialist and 

complimentary skill sets with the existing teaching staff. 
 

 Key Accountabilities 
 
The position will take key responsibility for specific allocated curriculum areas based on 

the individual teacher’s skills and desired areas for personal development. 
 
In particular this may include:  

 developing and extending children’s learning in the use of technology for 
problem solving and creativity   

 enhancing and extending development through physical movement including dance, 
supervision of the outdoor area, sandpit and construction activities  

 other curriculum areas as required to balance the teaching teams strengths  
 
The position will also be accountable for:  

 The development of children’s self–esteem, confidence, independence and an interest in 
learning through all activities within CCP.  

 

 The promotion of direct and indirect learning experiences for children through 

appropriate play and activity.  
 

 Being sensitive and responsive to racial, cultural, social and individual differences, 

ensuring actions promote fairness and assertiveness  
 

 Catering for the individual and different needs of children and those requiring additional 
learning support.  

 

 Ensuring that the assigned family group children’s progress is maintained to provide 
parents/whanau and teacher’s with regular up-to-date information on children’s 

progress eg: profile books, Educa, learning stories, observations, and parent/whanau 

meetings.  
 

 Prepare and evaluate regular programme plans in conjunction with the teaching team. 

Pass on any information relevant to meeting the care and education needs of the 

children at the Preschool. Active participation in internal evaluation.  
 

 The responsibility of a small group of children in the reading and literacy programme.  
 
The Teacher is expected to:  

 To be involved in special events organised for children and families eg: socials and 
special meetings.  

 

 Keep appraised of developments in educational policy matters.  
 

 To attend at least one professional development course a year.  
 

 Undertake other such duties as required from time to time  
 
 

CURRICULUM, TEACHING TECHNIQUES AND CHILD MANAGEMENT  
SKILLS Control Information: Charter, Parent’s and Whanau, Policies and Practices, Daily 
Schedule, Te Whaariki, Early Childhood Regulations, Manager 

 
KEY TASKS DESIRED OUTCOME 
 
The children will experience an environment 

in which their health is promoted; their 

emotional well being is nurtured; and they are 

protected and safe from harm. 

 
The health and well-being of the child is 

protected and nurtured. 
 
Up to date information of the child’s physical 

needs recorded; food, toilet and sleep, 

accidents, medication requirements 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Children and their families will experience an 
environment in which; connecting links with 

the family and wider word are affirmed and 

extended; they feel comfortable with the 

routines, rituals and regular events; and they 

know the limits and boundaries of 

acceptable behaviour. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Children will experience an environment in 

which; there are equitable opportunities for 
learning, irrespective of gender, disability, 

age, ethnicity or background; they are 

affirmed as individuals; and opportunities 

to learn with and alongside others are 

encouraged. 

Children’s daily behaviour and physical 

condition observed and relevant information 

passed on to other permanent staff. 
 
The ability to seek senior staff to action Child 

Abuse, Emergency Procedures, Safety 

Management Plan, Custody and Health 

Policies and Procedures to ensure health and 

physical safety. 
 
Ability to provide emotional security and 

physical affection which respects the limits of 

permissible physical contact. 
 
Children are made aware of safe play to 

protect themselves and other children 

and adults. 
 
Children and their families feel a sense 

of belonging in a supportive learning 

environment. 
 
It is the responsibility of senior staff and 

Family group Teachers to pass on any 

information to parents/whanau concerning 

their child’s health, welfare, behaviour and 

education programme. 
 
The ability to support teachers and parents 

in settling children and managing children’s 

behaviour in a non adverse approach in 

consultation and guidance from senior staff. 
 
A cultural and ethnic sensitivity in working 

with children and their families/whanau. 
 
Children are helped and encouraged to 

try things out. 
 
Children encouraged to care for play 

things, the environment and other people. 
 
The ability to support teachers to ensure 

opportunities for learning are equitable and 

each child’s contribution is valued; by being 

culturally aware and sensitive to special 

needs education and activity working to 

counter sexist and racist attitudes. 
 
Daily discussions with Manager and the 

teaching team about the educational 

programme and play equipment offered for 
the day and support teachers to 

implement.  
 
Age appropriate balance of group and 

individual activities provided. 
 
Guided by other trained staff for support 

where appropriate interactions affirmed and 



 
 
 
The children will experience an environment 
in which; they develop non-verbal 
communication skills for a range of purposes; 

they develop verbal communication skills for 
a range of purposes; they experience the 

stories and symbols of their cultures; and 
they discover different ways to be creative 
and expressive. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Children will experience an environment in 
which: their play is valued as meaningful 

learning and the importance of spontaneous 
play is recognised; they gain confidence in 
and control of their bodies; they learn 
strategies for active exploration, thinking, and 
reasoning; and they develop working 
theories for making sense of the living, 
physical and material worlds. 

poor social interaction intervened 

and changed. 
 
The languages and symbols of their own and 

other cultures are promoted and protected. 
 
Awareness of the ‘hidden curriculum’ such as 

body language and talking to adults, and 

being a good role model when 

communicating with children. 
 
Children’s non-verbal communication styles 

recognised. 
 
Routines used as an opportunity for 

conversation and children often spoken to in 

one-to-one situations.  
 
Ability to read and tell stories, legends and 

poems and where children are helped to 

acquire a knowledge of the cultures of both 

partners to the Treaty of Waitangi and to 

appreciate the significance of their stories 

and symbols. 
 
Story times used as an opportunity for 

discussions and exchanging ideas. 
 
Information concerning a child is given to 

permanent staff to pass on to 

parents/whanau. It is not the responsibility of 

relievers to discuss a child’s development 

with family/whanau. 
 
 
 
The child learns through active exploration 

of the environment. 
 
Children are safe and no child is left un-

supervised in any area inside or outside. 
 
Direction taken from existing staff for 

supervision of children. 
 
Children’s efforts are affirmed and positive 

attitudes are conveyed towards making 

mistakes and trying again. Their self-esteem 

is promoted by valuing their efforts. 
 
Plenty of opportunities for children to explore 

freely and gradual development of 

independent skills. 
 
Opportunities in the programme and 

environment for problem solving and 

discovery. 
 
Children are helped to find the right level of 

challenge. 



Curiosity is encouraged and modelled 

about the world, encouraging children to 

observe and ask questions about what they 

see, and helped to develop theories about 

the living world. 
 
 

 

OPERATIONAL MANAGEMENT SKILLS  
Control Information: Early Childhood Regulations, Charter, Rules, Preschool Manager, and  
Committee. 
 
KEY TASKS 
 
Operating in an Educational environment. 
 
 
 
 

 
Provide and maintain a safe 

working environment. 
 
 
 
 
 

 
Operating financial controls and 

administrative systems. 

 
DESIRED RESULT 
 
Ability to follow the daily schedule, staffing 

roster, policies and procedures, practices 

and programme plan. 
 
The value of observation is understood. 
 
As part of daily duties taking action as set out 

in the Safety Management Plan to avoid 

hazards for children and adults. 
 
Health and safety problems, no matter how 

small or repetitive are identified and reported 

to the health and safety officer. 
 
Accurate recording of time sheets. 

 
 

PERSONAL/INTERPERSONAL SKILLS AND TRAINING  
Control Information:  Manager, Professional Development Courses. 
 
KEY TASKS 
 
Be familiar and abide with the Pre School 

Code of Conduct. 
 
Pay attention to your own personal 

health and hygiene. 
 
Effective Team Member. 

 
DESIRED OUTCOME 
 
Establishment of a free and open working 

relationship with colleagues. 
 
Physical and mental toughness. 
 
 
The group effort is seen as more important 

than your own individual effort. 
 
Sensitivity to the needs and opinions of 

other teachers. 
 
Open and honest participation, sharing 

opinions, knowledge and experience 

with others. 
 
Willingness to pitch in to help even when 

someone else is responsible for the job. 
 
Accept direction from Manager, 

acknowledging others expertise. 
 
Working as part of a co operative team, 



 
 
 
 
 
 
 
 
To undertake relevant training courses, 

workshops, activities and reading within 

and outside work hours. 

putting in ideas, passing on and taking in 

information. 
 
To express problem or concern you are 

having as soon as possible to Manager 

or Acting Supervisor or Senior teacher. 
 
Personal satisfaction and self development. 

 
 
 

 Person Specification 
 

Qualifications 
 
 Diploma of Teaching ECE or Teaching Degree ECE  
 

 Certification  
 First Aid Certificate desirable (required for trained relievers 100 – 120 NZQA Points).  

 
Personal Attributes 

 
Successful applicants will be expected to be: 

 
 warm and friendly  
 

 flexible, spontaneous, and imaginative  
 self-motivated, enthusiastic and dedicated  
 patient and tolerant  
 committed to working and growing with children  
 prepared to listen, grow and change  
 a strong team player - able to work as part of and contribute to a team, with the ability 

to express differences constructively with others and use effective problem solving 
techniques.  

 compassionate to children, parents and staff  
 Enjoy working in both inside and outside environments, with a focus on child development 

through physical movement and activity  
 Enthusiastic and creative in the use of technology in child development  

 
 

Experience 
 

The successful applicant will have experience as a childcare teacher and/or experience in; 

Kohanga Reo, Pacific Island or other Early Childhood Education, Kindergarten or Preschool. 
 

To balance and enhance the teaching team of the Preschool as a whole the successful 

applicant will bring experience in the use of technology creatively with early childhood 

applications. Experience and a strong sense of enjoyment in child development through 

physical movement and play, eg; dance, PMP, would be an advantage.  
 
 

This job description is certified and correct, date: March 2019 
 

Lisa Marshall  
on behalf of the Board of Trustees 


