FERN ACADEMY EDUCATIONAL CHILDCARE

Indeed Job Posting — Administrative Operations Coordinator
Full-Time « On-Site in Chino, CA « $22—-$25/hour

About Fern Academy

Fern Academy Educational Childcare is a multicultural educational childcare center serving young children
and school-age students. Our program emphasizes STEAM, hands-on learning, creativity, multicultural
education, and English/Mandarin/Spanish language exposure.

We are seeking an experienced Early Childhood Education professional to join our administrative team as a
full-time Administrative Operations Coordinator. This role supports the connection between school
administration, enrollment, families, and classroom operations.

Position Summary

This is not a traditional front-desk-only position. The Administrative Operations Coordinator will support front-
office operations, family services, enroliment, school tours, student records, administrative follow-up, and
school events. Because this is an ECE-qualified role, the employee must also be able to provide classroom
and teacher-break coverage when operationally needed.

Key Responsibilities

e Welcome families and provide professional front-office support.

e Respond to enroliment inquiries and conduct school tours for prospective families.

o Clearly explain Fern Academy programs, educational approach, policies, and enroliment process.
e Support applications, registration, enroliment follow-up, and family communication.

¢ Maintain student records, administrative documentation, calendars, trackers, and follow-up items.
e Support Brightwheel administrative functions and school communication systems.

e Coordinate with families, teachers, and school leadership to ensure timely follow-through.

o Assist with school events, administrative projects, and operational preparation.

e Provide classroom and teacher-break coverage when operationally needed.

e Support staffing transitions, active supervision, and daily classroom operations when assigned.

e Provide administrative continuity during designated leadership or staff absences.

¢ Maintain professionalism, confidentiality, accuracy, and strong follow-through.

Minimum Qualifications

e Minimum 13 semester units in Early Childhood Education / Child Development, including Fern Academy’s
required core ECE coursework.

o Administration-related ECE/CD coursework applicable to the position.

¢ Preventive Health and Safety Training documentation/certificate applicable to the role.

o Pediatric First Aid/CPR, as applicable.

¢ Mandated Reporter training, as required.

¢ Minimum 3 years of relevant experience in a licensed preschool, childcare, or Early Childhood Education
setting.

o Direct classroom experience and ability to provide classroom/break coverage.

e Strong organization, communication, documentation, and follow-through skills.

e Professional judgment, dependability, and ability to maintain confidentiality.

Preferred Qualifications

¢ Mandarin-English bilingual ability strongly preferred.
e Previous preschool administration and/or Lead Teacher experience.
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e Experience with enrollment, family services, and school tours.

e Familiarity with California Community Care Licensing / Title 22.

o Brightwheel experience.

e Experience maintaining student files, enrollment records, administrative trackers, and compliance
documentation.

Ideal Candidate

The ideal candidate is professional, dependable, organized, warm, proactive, and accountable. This person
should be comfortable learning systems, managing multiple priorities, identifying what needs to be done, and
following tasks through to completion. The role requires flexibility to move between administrative
responsibilities and classroom support when needed.

Position Details

Full-Time, Monday-Friday

Typical schedule: approximately 8:30 AM-5:30 PM or 9:00 AM—6:00 PM, depending on operational needs
On-site in Chino, California

$22-$25/hour, based on qualifications and relevant experience

Professional Growth

This position offers opportunities to develop administrative and ECE leadership experience, take on expanded
responsibilities, and grow with Fern Academy as the school continues to strengthen its programs and
operations.

Join the Fern family and grow with us.
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