Site Supervisor 

POSITION DESCRIPTION

ORGANIZATION:


POSITION:



LOCATION: 



HOURS:



ESSENTIAL RESPONSIBILITIES:

1. Recruit and enroll with (ex. students, children, youth, participants) in the program.

2. Supervise (Program Name) (number of students) at (elementary or middle school) level.

3. Take attendance and distribute snack

4. Supervise (Program Name) staff and volunteers.

5. Communicate with (Americorps*VISTA) about teacher management and coordination.

6. Provide disciplinary action when necessary.

7. Document all incidences according to (program name or district) policies.

8. Distribute and collect class evaluation forms.

9. Communicate with (Program or school) administration about discipline or other relevant issues.

10. Participate in (Program, district, state, and community) instructional and mentoring trainings.

11. Minimal data entry (daily/monthly attendance), including site reports and statistics.

12. Complete and submit in a timely manner all required reports and timesheets.

13. Attend sponsored orientation, trainings, and meetings.

Preferred Qualifications

1. Experience working with children and/or youth.

2. Good communication skills (written and verbal).

3. Experience in a management or supervisory position (1-2 years).

4. First Aid/CPR certified OR the ability to become certified.

5. High School Diploma.

6. Paid or volunteer teaching experience.

7. Strong organizational skills and interpersonal skills.

8. Ability to provide leadership and role modeling for youth.

9. Valid driver’s license and good driving record.

10. Bilingual (Spanish/English).

SALARY:

$11.05-13.86/hour

CONTACT:

For more information about this position, please contact: ________
