
 
 

 
 
 
 

 

 

Fall 2021 

 

 

To Whom It May Concern: 

 

Are you looking for a place to serve preschool children, from 8:00 a.m. – 5:00 p.m., in a 

supportive Christian environment? Pacific Christian Academy is looking for an Early 

Education/Pre-school Assistant who will support the lead teacher from 8:00 a.m. – 3:00 p.m. and 

serve in our after school program 3:00 p.m. – 5:00 p.m. daily.  Our staff works in unity, and with 

a commitment and passion to accomplish the school mission. 

 

Pacific Christian Academy has a rich history of providing Christian education in the Puget Sound 

region. Our Early Education through 12th grade program educates approximately 280 students 

this fall, in an in-person classroom setting. Once a church–sponsored school, Pacific Christian 

Academy is now a separate non-profit, leasing space from the original “parent” church. We still 

enjoy a strong relationship with the church. 

 

The mission of Pacific Christian Academy is to “offer families a superior Bible-based education 

that equips student to be socially relevant leaders who are fully prepared for higher 

achievement.” Staff promote the mission by accomplishing the attached job description, which 

focuses on providing a positive, caring, first school experience for young children. 

 

Our desire is to hire a qualified employee who is a born-again Christian, whose life is committed 

to the truth of God’s word, and who has enjoys working with young children.  

 

We invite you to complete an application on our website at pacificchristianwa.com.                 

Please submit your application, cover letter, Christian testimony, and resume to Koren Leggett at 

kleggett@pacificchristianwa.com. We anticipate God’s blessing on you and on Pacific Christian 

Academy as we seek His plan. 

 

Serving Him, 
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Pacific Christian Academy 

  Job Description 
  

Title:   Early Education/Preschool Assistant 
Department(s): Early Education 
Hired by:                   Head of School 
Reports to:  Director of EE 
Supervises:  Students 
Evaluated by: Director of EE 
 
Job Summary 
The EE/Preschool Assistant is responsible to provide support for the EE department. 
He/she must enjoy working with young children in a very upbeat, positive school setting 
and must exhibit good classroom management with positive student and staff 
interactions. Duties will vary and applicants must be flexible and work well in a team 
setting. 
 
Required Spiritual Qualities 
It is expected that the PCA administrator will … 

 Believe the Bible to be the inspired, the only infallible, authoritative, inerrant Word of 
God—our standard for faith and practice. 

 Acknowledge Christ as Savior and seek to live life as His disciple. 

 Demonstrate a desire for spiritual growth as evidenced by his or her prayer life, Bible 
study, and spiritual outreach to others 

o Be a Christian role model in attitude, speech, and actions toward others (Luke 
6:40), including being committed to God’s biblical standards for sexual conduct.  

o Share the Christian faith with other people. 
o Have a Christ-centered home. 
o Actively participate in a local Bible-believing church. 

 Believe and actively support the school’s statement of faith (see PCA website). 

 Evidence the fruit of the Spirit in dealing with people. 

 Have a conviction that God has called him/her to Christian school ministry. 

 Reflect the purpose of the school, which is to honor Christ in every class and in every 
activity. 

 Maintain high standards of ethics, honesty, and integrity, in all personal and 
professional matters. 

 Follow the Matthew 18 principle in dealing with conflict with students, parents, staff, 
and administration. 

 Reflect and teach the mission, vision and core beliefs of the school. 

 
Required Personal Qualities/Functions 
It is expected that the PCA administrator will … 

 Have the spiritual maturity, academic ability, and personal leadership qualities to “train 
a child in the way he should go” (Prov. 22:6, NIV). 

 Be an enthusiastic visionary, an encourager, and a self-starter with a high energy level. 



 
 

 Teach using best educational practices, including teaching to the objective/learning 
target, student engagement and assessment. 

 Manage the classroom and individual students with a firm, grace-filled accountability to 
high behavioral expectations. 

 Manage the details of reporting attendance and grades on the school management 
software with efficiency and accuracy. 

 Demonstrate sensitivity toward staff, parent, volunteers, and children, and an ability to 
interact effectively with them. 

 Meet everyday stress with emotional stability, objectivity, and optimism. 

 Attend Open Houses, Student Showcases, and development events as requested by the 
Head of School.  

 Understand the importance of discernment, discretion, and confidentiality in the 
operation of the classroom and school. 

 Develop and maintain rapport with students, parents, and staff by treating others with 
courtesy, patience, friendliness, dignity, respect, and a good sense of humor. 

 Defend principles and conviction in the face of pressure and partisan influence. 

 Recognize her/his mistakes and take measures to correct them. 

 Be a collaborative team player. 

 Use acceptable English in written and oral communication. Speak with clear articulation. 

 Respectfully submit and be loyal to those in authority. 

 Make an effort to appreciate and understand the uniqueness of the PCA and local 
community. 

 Place her/his school ministry ahead of other jobs or volunteer activities. 

 Maintain a personal appearance that is a Christian role model of cleanliness, modesty, 
and good taste consistent with school policy. 
 

Required Professional Qualities 
It is expected that the PCA Early Education Aide will have the following: 

 High school diploma or equivalent  

 One year related experience working with preschool age children 

 Ability to work in a team environment with various levels of staff 

 30 hours STARS or willing to obtain 

 A clear Washington State Background Check 

 A current First Aid/CPR card or willing to obtain 

 HIV/Aids and Bloodborne Pathogen training/card or willing to obtain 

 A TB test within the last year or willing to obtain 
 
Essential Duties & Responsibilities 

 Pray for God’s blessing on the families and staff of PCA.  

 Duties include but are not limited to: 

o Assist lead teacher  

o Supervise and conduct class according to school policy and Washington 

State Licensing requirements. (WAC’s) 

 
General  

 Ensure adequate supervision for students during the school day and for school 
events 



 
 

 Facilitate a strong sense of school spirit throughout the school 

 Perform other duties as assigned by the supervisor. 
Summary of Essential Job Functions 

 Must be able to listen carefully and respond with grace and understanding to all 
members of the school community. 

 Must be able to manage time and prioritize daily and weekly tasks. 

 Must be a born again, Christian who is in agreement with the PCA mission and 
vision, doctrinal statement, values, philosophy of education and policies. 

 Must be able to manage the physical, emotional, and mental aspects of the job. 
 
Work Environment  
Most responsibilities occur with the classroom environment.  All personnel are required 
to perform duties outside of their normal responsibilities from time to time, as needed.  
Duties, responsibilities and activities may change at any time without notice. 
 
Work Hours & Compensation 
Hours are negotiated yearly. Benefits are determined by the number of hours worked 
each week. Medical benefits provided by Pacific Christian Academy covers 
75%/Employee covers 25% 
 
Please Note: 
The above statements are intended to describe the general nature and level of work 
being performed by people assigned to this classification. They are not to be construed 
as an exhaustive list of all responsibilities, duties, and skills required of personnel so 
classified. All personnel may be required to perform duties outside of their normal 
responsibilities from time to time, as needed. 
 


