(Insert Program Name)

Job Title: 
Status: 
Supervisor: 
Goal: 

Responsibilities: 
· Include utilizing evidence based, best practice processes and curriculum.
· Engage local community members and businesses to support our vision and purpose. 
· Recruit, train, and coordinate volunteers, and mentors for conducting core, enrichment and recreation activities throughout the year. 
· Duties include (insert duties) and ongoing documentation due (timeline). 
· Create youth and family support as needed. 
· Provide (ex. classes, life skills instruction, community services learning projects, activities, academic support, and complete quarterly work plan in a timely manner). Maintain and update (files, documentation) as instructed. Provide (ongoing supervision and coordination of school site personnel paperwork and processes). 
· Submit pertinent paperwork for background checks, on all volunteers and mentors prior to working with (students, children youth).

· As (job title): Initiate meeting locations for contact and support groups in the community. 
· Educate and build a network of supporters to provide existing resources to a broader base of families and groups in our community. 
· Must work closely with schools, local and county organizations. 
· Develop (site advisory board, extended school activities and) quarterly calendar.

Administrative:
· Create or obtain necessary documents, forms. 
· Duties include filing, organizing, and assisting in program task for (Program Name). 
· Must provide direct supervision of volunteers, mentors, and helpers.

· Occasionally develop and provide power point presentations.
Program development: 
· Duties are to oversee and develop the basic operations and services, along with keeping and tracking case files and sign in sheets. 
· Submit forms quarterly and time cards monthly along with other reports in a timely manner.
·  Attend ongoing training as required.
Job Duties:
· Implement and facilitate the current contract, work plan. (i.e. Development of programs

          implementation and service delivery, documentation and data entry, conduct surveys &                   

          assessments.) Refer to contract work plan for specific details and goals
· Help complete monthly fiscal report.

· Facilitate program and service delivery, documentation, data entry, and community assessments.

· Complete quarterly reports and submit to (insert where and timeline or dates due)
· Attend assigned training’s and educational meetings.

· Maintain and update youth records and paperwork in timely manner.

· Attend mandatory staff meetings as well as (community meetings).
· Provide or appropriate transportation when necessary.

· Develop and maintain effective communication with (students, children, youth), teachers, counselors, administrators and parents by providing (insert details) and follow up.

· Responsible for documentation of all aspects of site programming.

· Account for weekly/monthly budgeting; make copies of all checks and expenditures.
·  Maintain bank account files, and bring both bank account and program files to weekly staff meetings.

· Perform tasks at the discretion of the (position title) as they pertain to your job duties.

· Facilitate an atmosphere conducive to academic success and positive social skills.

· Outreach and community networking, coalition building.

· Facilitate support groups, assessments and personal support to (students, children, youth), families, and staff.

· Volunteer supervision and recruitment. Gather pertinent info to conduct background checks.

· All volunteers must fill out timesheets, submitted to (insert position title) monthly.

· Insure (students, children, youth) have a verified way to get home after enrichment/activities.
· Promote ongoing program development and include a variety of academic and enrichment clubs.

· Be punctual to staff meetings, be prepared.

· Daily communication with (insert position title) via phone/email. CC the (position title) on all job related emails.
Guidelines:
· Maintain and update (student, children, youth) records and paperwork in timely manner.

· Plan and organize field trips, educational enrichment activities for youth and positive community service projects, in addition to all site programming. 
· Conduct surveys gather student academic stats.

· Develop and maintain effective communication.

Expectations:
· Work effectively with people from diverse backgrounds while building and maintaining effective relationships. 
· Develop/Implement cultural competency plan as prescribed in work-plan.

· Provide support and encouragement to (students, children, youth) to help them move towards their goals and facilitate problem solving. 
· Work with (school, agency) to gather (student, child) info as needed.

· Develop or deliver pertinent training/presentations.

· Communicate daily with (insert position title) on school site status, concerns, and victories.

· CC program manager in all emails, create program file backups quarterly, and submit media to (insert position title).
· Vacation and personal day’s require two weeks notice in writing no exceptions.

· Sick day, you are required to inform (insert position title) via email and/or voice mail.

· Sick leave forms must be turned in to (insert position title) within 48 hrs after incident.

· Attend weekly staff meetings, punctual and prepared.

Qualifications:
· Posses a minimum of a four-year degree, combined experience working in related field.

· The ability to speak read and write at a level sufficient to fulfill duties assigned.

· Must have extensive experience leading and managing groups.

· Bi-lingual language abilities preferred but not required.

· Basic computer skills, organizational skills, basic cooking skills, first aid training.
All or some duties are subject to change, increase or decrease based on program need and direction per the (insert position title). Employment, and or continued employment is contingent on your ability to effectively adhere to the (Program Name) handbook and job description specifications as outlined and defined above (Program Name) is an equal opportunity employer.
I have read and acknowledge with my signature the acceptance of these job duties as indicated above.

Signature____________________________________________________ 
Date ____________________
