Our Mission:

To provide safe, affordable,

and high-quality childcare and
early learning that nurtures
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Buffalo Children’s Center (BCC) — a licensed, nonprofit early childhood
program serving children ages 6 weeks to 5 years — is seeking a motivated
and organized Assistant Director to help lead our team and support our
mission of providing safe, high-quality care for young children in our
community.

About the Role:

The Assistant Director supports the Center Director in overseeing daily
operations, ensuring a nurturing, developmentally appropriate environment
where children can learn and grow. This role involves staff support, program
oversight, and administrative duties to keep our center running smoothly
and in compliance with Wyoming DFS Child Care Licensing Rules.
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Key Responsibilities

e Support curriculum planning and classroom quality
Supervise, coach, and schedule staff

Help maintain licensing, safety, and health compliance
Communicate with families and assist with enrollment
Manage records, billing, and administrative tasks
Act as the on-site Director when needed

Qualifications
e Associate’s degree in Early Childhood Education or related field (or equivale
At least 18 college hours in early childhood and one year in a licensed child
Current (or willing to obtain) CPR/First Aid certification
Strong leadership, organization, and communication skills
Must be 21+ and able to pass required background checks

Why Join BCC?

@ Be part of a mission-driven early childhood program

@ Supportive, family-like workplace culture

@ Competitive pay and benefits \
@ Opportunity for professional growth and leadership ‘

How to Apply
Send your resume, cover letter, and 3 references to HR@bccwyo.org
Applications due by October 31, 2025.

Buffalo Children’s Center is an Equal Opportunity Employe
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