
EASTERN UPPER PENINSULA INTERMEDIATE SCHOOL DISTRICT 
 JOB DESCRIPTION 

 
Early Childhood Preschool Administrator 

 
Reports to: Director of Early Childhood 
 
Purpose of Position: The Early Childhood Preschool Administrator is an integral part of the early 

childhood department. This position is designed to provide leadership, 
management, and coordination of EUP regional early childhood programs along 
with super-region work of the Northern Early Childhood Support Network 
(NECSN). The NECSN provides contract management, training and technical 
assistance to 36 counties in Northern Lower Michigan and the Upper Peninsula 
and provides statewide collaboration with three statewide Early Childhood 
Support Networks.  
The Preschool Administrator of Early Childhood is primarily tasked with 
managing and leading preschool programs in the Eastern Upper Peninsula. 
There will be opportunities to learn from and support statewide initiatives under 
the leadership of the Director of Early Childhood Education.  
The Administrator should have a good understanding of all aspects of high-
quality early childhood programs including Head Start, Great Start Readiness 
Programs, tuition based Pre-K programs, childcare programs, and home 
visitation. The Assistant Director supports the development and maintenance of 
programs, family engagement, and relationships with community partners to 
promote and expand early childhood initiatives.  

 
Period of Employment: 220 days 
 
Minimum Qualifications: 

• Master’s Degree in Early Childhood Education, Child Development, Education or a related field.  

• Experience preferred in the familiarity with early childhood education policies, licensing requirements, 
and programs with a particular emphasis on blended funding and programmatic best practice. Ideally, 
familiarity with the Michigan early childhood landscape.  

• Experience preferred in leading, motivating, and supporting a diverse, high-performing team including 
identifying, selecting, onboarding, developing, and evaluating team members and facilitating change 
efforts. 

• Demonstrated interpersonal skills with the ability to effectively build and maintain relationships with 
families, staff, and other stakeholders and constituents and act as a role model to others. 

• Continuous learner who leverages opportunities for learning and applies new knowledge and skills. 

• Proficient verbal and written communication skills, including the ability to clearly and concisely present 
ideas and concepts and tailor communication to multiple, non-technical audiences including families 
and other constituents. 

 
Duties and Responsibilities:  

• Supports day-to-day operations of preschool early childhood programs including – Great Start 
Readiness Program (GSRP), Childcare, Home Visiting and the work of early childhood staff in those 
programs.  

• Assist in the development of new grants and programs.  
• Assists in the development of annual early childhood budgets, grant applications, and reporting. 
• Assists in the development of plans for ongoing growth and improved quality of services to children and 

families. 
• Participates in building and sustaining inclusive and equitable environments for all staff, children, 

families, and volunteers.  
• Maintains compliance with local, state, and federal funding agencies. 
• Ensures work products and program activities meet standards for quality and, if needed, works with 

individual staff to improve. 



• Develops and improves systems and procedures for project tracking, including assigning new projects 
based on current and projected workload and tracking budget and schedule of open grants, projects, or 
contracts. 

• Participates in recruitment and hiring new staff.  
• Provides onboarding and training support for new staff.  
• Supervises and evaluates any assigned personnel, including annual evaluations and goal development. 
• Leads and participates in professional learning communities with staff to improve program practices 

and quality. 
• Attends ISD and regional administrative meetings appropriate to early childhood programs and 

services.  
• Builds and manages effective relationships with internal and external partners – attends meetings, 

functions, and required events. 
• Assists in developing annual preschool Training and Technical Assistance Plan and monitoring of plan. 
• Develops and maintains knowledge of best practices and resources in early childhood education and 

disseminates such knowledge by providing ongoing quality assistance to staff. 
• Facilitates continuous improvement cycles and activities with assigned personnel.  
• Works collaboratively with Director of Early Childhood to manage active grant portfolio for preschool 

programs.  
• Collaborates with staff to develop material for external purposes (stories and reports) about activities 

and program achievements, including impact and outcomes. 
• Serves as a back up for the Director of Early Childhood as needed.  
• As needed for completion of duties, attend meetings and travel outside of normal working hours.  
• Other duties may be assigned as needed by the agency.  

 
Wages and Fringes:  
As established by the EUPISD Board of Education. 
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