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Woodinville Toddler Group 

Job Description 
ADMINISTRATIVE ASSISTANT 
 

 
Have all nametags ready for the instructors before orientation.  You will be given a sample and the number of 

name tags needed.  Please coordinate with instructors for delivery before orientation. (If reimbursement is needed, 

fill out an expense form, attach your receipt, and turn it in to the Treasurer’s File in the green crate.)   
 

Make photocopies of any toddler group related materials as needed and have available at WTG by due date 

given.  Copy parenting education materials, flyers, board special event materials, and any other occasional 

curriculum materials when requested by the instructors or members of the board.  

 

Coordinate and develop special projects as requested by the instructors or board members.  This may include 

researching, making reservations, and producing flyers for field trips during winter and spring quarters.  Past special 

projects have included compiling a recipe book and combining ideas from evaluations or parent discussions.  

 

Work with instructors or board members to advertise evening speakers or events.  Create flyers or posters as 

requested. Print 4 color posters for each event. Approximately 3 weeks prior to each event, post flyers on the 

parenting education bulletin board, welcome table and one in each classroom. Send the flyer to instructors and each 

Class Coordinator to include in their weekly email to classes. 

 

Schedule and coordinate class photographs.  In the fall, work with instructors to 

choose week for photographs during spring quarter.  Confirm the dates with the 

church office at office@northshoreucc.org, then call and schedule photographs with 

the photography company (typically Yuen Lui). . Yuen Lui contact info: School 

Department 1-800-347-4687; Sandra Davis  sdavis@yuenluistudio.com. They will 

want to know: 1) dates you are requesting, 2) which background you’d like (Summer 

Clouds), 3) specific information you’d like at the bottom of the group picture (Class 

Time, Woodinville Toddler Group, Instructor Name) – see sample to the right, and 4) 

a class roster in the format Yuen Lui requests with student’s first and last names for each class.  ** Advertise class 

photograph dates by updating and sending a copy of the template letter below to each of the instructors as well as 

all Class Coordinators.  Yuen Lui will send envelopes with package and pricing information a few weeks before 

photos will be taken. Provide any follow-up with photographs as needed.    

 

Coordinate with the Historian to get the photo disk from Yuen Lui for use in creating the yearbook. 

 

Assist with any typing, computer work, or research as needed and requested by board members or the instructors, 

that benefits Woodinville Toddler Group.  

 

Complete a check request form for reimbursement.  This form can be found in the green crate on the sign-in 

table. Attach all receipts, assign cost to expense categories and submit the request to the President’s mail folder for 

approval.  A list of expense categories is listed on the check request form. Contact the treasurer with any questions 

regarding expense categories.  

 

Please check your mail folder in the green crate on the sign-in table on a weekly basis.  The Administrative 

Assistant position is designated as a Support Team position. 
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** Template letter to update, then send to instructors and Class Coordinators. ** 

 

 

 

 

 

 
     Get your smiles ready for School Photos! 

 

Yuen Lui Studio will be in each class the week of March 7-11, 2016, to take individual and class photos! 

 

During your class time, photos will be taken of your child in the parent education area (sanctuary). A copy of 

the background color scheme (Summer Clouds) will be on display at the Welcome Table. You will be notified 

when photos are available to pick up at WTG (approximately 3-4 weeks after photos are taken). 

 

Price sheets with envelopes for ordering packages will be available on the Welcome Table. These must be 

completed before your photo is taken. Yuen Lui will photograph each student and send a proof to anyone 

who does not order a package. All families are encouraged to have a proof taken of their child to include in 

our annual WTG yearbook. Payment and ordering of packages is preferred at the time of the photo session. 

If you choose to wait until later to order, you can order online, by phone or mail in payment. The cost is 

approximately $10 higher per package if you wait to order later. If you are not happy with how your photos 

turn out, you can request a refund or have your picture retaken (you will need to contact Yuen Lui for 

retakes-this is not handled at WTG). Cash, check or credit cards are accepted the day of photos. 

Participation in photo week is not required.  

 

We will also take a class photo, either in the church or outside (weather permitting). Parents will be included 

in the class photo with their children. Yuen Lui provides a complimentary whole-class photograph for each 

family included in the picture, regardless of whether photographs are purchased.  

 

If you miss your class for illness or other reasons, you can come to another class time for your individual 

photo. You are also welcome to have photos of siblings, but will need to bring them to another class time (if 

you bring them during your typical class time, they will need to leave right after photos – siblings are not 

insured, so can come for photos only and then need to depart). Of course, this does not apply to siblings 

enrolled at WTG or those in +infant slots.  

 

If you are unable to attend any of the photo sessions, you may contact the school department at Yuen Lui 

(1-800-347-4687). Let them know which Yuen Lui studio you would like to go to and have your photo taken. 

There will be a $5 sitting fee, plus the package price you choose. They will provide you with a voucher to 

take to the studio. 
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WTG Yearbook Order Form 2015-2016 
 

Photos include headshots of each child, all whole-class pictures, as well as “action shots” 

that have been taken throughout the year.  If you did not give permission for your child to be 

photographed on WTG’s Parent Agreement form, s/he will not appear the yearbook unless 

specific permission is granted by you. 

 

If your child did not have his/her individual photo taken on picture day, please submit a 

headshot of your own to (your email address).  Submit “action shots” taken throughout the 

year to your Class Coordinator no later than _______.           
 

Order form and payment due no later than the end of April. 

 

Adult Name: __________________________  Child: ___________________ 
 

Email: _________________________________ Class: ___________________  
 

Payment type (circle one):  Cash   or   Check #______ 
 

***Please attach a $25 check made out to WTG or cash (please put cash in an envelope before 

attaching) to this paper and put in the black mailbox.  Thank you!*** 
 

 

WTG Yearbook Order Form 2015-2016 
 

Photos include headshots of each child, all whole-class pictures, as well as “action shots” 

that have been taken throughout the year.  If you did not give permission for your child to be 

photographed on WTG’s Parent Agreement form, s/he will not appear the yearbook unless 

specific permission is granted by you. 

 

If your child did not have his/her individual photo taken on picture day, please submit a 

headshot of your own to (your email address).  Submit “action shots” taken throughout the 

year to your Class Coordinator no later than _______.           
 

Order form and payment due no later than the end of April. 

 

Adult Name: __________________________  Child: ___________________ 
 

Email: _________________________________ Class: ___________________  
 

Payment type (circle one):  Cash   or   Check #______ 
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***Please attach a $25 check made out to WTG or cash (please put cash in an envelope before 

attaching) to this paper and put in the black mailbox.  Thank you!*** 


