
 

 
Job Title: Daycare Supervisor 
Reports to: Manager, Children’s Programs  
Location: St. Raphael Catholic School (Before and After School Program)  
Total Hours per week: 37.5 hours (Monday – Friday) 
No. of Position(s): 1 
Start date: August 2021 

Organizational Background 

Villa Charities Inc. is a registered charity and non-profit organization that enriches lives through 
experiences and services that honour Italian culture and heritage. For almost 50 years across 
the GTA, Villa Charities has been a destination for the Italian Canadian community in Toronto, 
the leader of the Italian cultural experience and the pillar for those who need support and care.  

Villa Charities offers educational and cultural programs in music, dance, visual arts, culinary 
arts, athletics, and more, as well as providing culturally sensitive long-term care and housing for 
seniors.  

Job Summary  

Reporting to the Manager of Children’s Programs, the Daycare Program Supervisor is 
responsible for providing leadership in keeping with the philosophy of the ECE program as well 
as quality client service. 

Key job accountabilities include but are not limited to:  

• Responsible for ensuring that the centre meets all legal requirements, including licensing 
regulations. 

• Assists manager in the development of childcare programs and keeps up to date on 
issues relating to program design and delivery. 

• Provides opportunity for creative expression through the mediums of art, dramatic play, 
and music. 

• Provides supervision and guidance of daily activities, field trips and special activities. 
• Monitors teachers on a daily basis to ensure compliance with the Child Care and Early 

Years Act.   
• Communicates with parents and deals with questions or issues that arise; Resolves any 

problems between parents, teachers, and children; Contracts with the City to ensure that 
the daycare is complying with policies and requirements to keep the business license 
and provide a safe atmosphere for the children. 

• Responsible for updating policies and procedures required by the Ministry, Public Health, 
City of Toronto Children’s Services and Columbus Centre. 

• Oversees staff to ensure proper forms are being completed and records are complete. 
• Inputs electronically, subsidy attendance on a monthly basis and follows- up to ensure 

that accounts are up to date. 
• Responsible for the review and documentation of staff behavior management, according 

to the childcare policy and Ministry requirements. 
• Prepares progress reports and discusses same with parents and staff. 
• Provides scheduling and orientation for full-time/part-time staff, student interns and 

volunteers. 



 

 
• Conducts performance reviews as part of the annual appraisal for each caregiver and all 

other centre employees. 
• Utilizes services of approved temporary staffing agencies for short-term staffing 

requirements. 
• Interviews potential clients, provides tours of daycare facility and registers children. 
• Maintains the health and safety of the children including implementing monthly fire drills. 

Desired Qualifications  

• Early Childhood Education Diploma or degree. 
• 3- 5 years experience in a supervisory role and working with toddlers to school-age 

children. 
• Registered member in good standing with the College of Early Childhood Education. 
• Current First Aid/CPR certificate. 
• Knowledge of Child Care and Early Years Act and licensing and legislative compliance. 
• Proficient with MS Office software (Word, Excel). 
• Familiar with ELECT curriculum. 
• Strong interpersonal skills, and excellent communication abilities, both written and 

spoken. 
• Excellent organizational and problem-solving skills, with attention to detail and nuance. 
• Able to work closely, flexibly, diplomatically, and confidentially with families and 

colleagues.  
• Knowledge of Italian language and/or Italian Canadian community considered an asset. 

Compensation and Other Benefits: 

Villa Charities Inc. offers a competitive salary and a comprehensive benefits package including a 
free gym/health club membership (on-campus), and much more. 

If you are interested in an opportunity to make a difference and a lasting impact, work with an 
agile, collaborative, progressive, and high-performing team; please forward your resume and 
cover letter to: Human Resources by email to: careers@villacharities.com. 

Application Deadline Date: Friday, June 18, 2021 

We thank all applicants for their interest. Only those selected for an interview will be 
contacted. 

In accordance with the Ontario Human Rights Code, Accessibility for Ontarians with Disabilities 
Act and Villa Charities’ policies, a request for accommodation will be accepted as part of Villa 
Charities’ hiring process. To avoid any delays in the recruitment process, if you require 
accommodation to apply or if selected to participate in an assessment process, you must provide 
your accommodation needs in advance. You may also be required to submit adequate 
medical/other documentation to Human Resources to support your request for accommodation. 
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