(Program Name)
Job Description

Organization:


Position:



Reports To:


Evaluated By:

Location:



Summary of Position: The (job title) will be responsible for scheduling age appropriate and engaging activities for (Location Name). Producing schedules of activities for each school.  Supervision of (state who) and their staff.  

Job Goals:
1) To coordinate (Program Name)

2) Supervise (Program Name).



3) To contribute to the (Program Name).Mission and Strategic 



Plan.


Essential Requirements:

A minimum of two-years of experience working in a school setting or youth program.

Ability to work harmoniously with and to communicate effectively (both orally and in writing) with (ex. students, children, youth, participants), parents, administration and staff.

Previous experience in a supervisory role.

Possesses organizational skills to identify and schedule youth activities.

Computer skills including word processing and data spreadsheets.

Possesses a valid First Aid Card.

Experience in marketing, desktop publishing or community relations desired.

Ability to speak (Spanish or name other language) desired.

Demonstrates support for the (district Core Values, program) in the following manner:

· Interacts with colleagues, community members, (ex. students, children, youth, participants) and parents in a respectful and trustworthy manner.

· Possesses an awareness and sensitivity to a variety of cultural practices and values.

· Collaborates with colleagues, parents, (ex. students, children, youth, participants) and community members.

· Actively seeks out professional development opportunities.

· Is accountable for actions and follows through on personal and professional goals.

· Continuously seeks ways to improve job results.

· Assesses personal performance and student outcomes for improvement.

Results Expected/Essential Job Responsibilities: 

Coordinates and administers (Program Name) after school program at the (locations); including identifying appropriate cultural, recreational and educational programming, scheduling programs, determining program cost; contacting instructors or program operators and arranging for facilities.

Attend (location) staff meetings to give update on the programming of the (Program Name).  (How many) meetings per year.
Monitors classes, youth programs and activities to ensure effective program performance and quality.

Monitors program operations to ensure activities and sites are operated in a safe manner.

Tracks program expenditures and works with Program Coordinator to edit annual budget.

Supervise program and staff at (location).

Complete daily attendance records.

Complete and submit all required reports and timesheets.

Attend sponsored orientation, trainings, and meetings.

Responsible for behavior management of staff and (ex. students, children, youth, participants).

Salary:

(Number of days and amount)
Contact: For more information about this position, please contact (contact person information)
