
Position Title: PCN: 

Department/School: 
Location/

Address: 

Reports to(Title 

only): 

Work 

Hours 
 am  to  pm 

Salary/Position 

Category: 
 Non-Certified Administrator  Certified Administrator  Non-Exempt Hourly  Teacher 

Class Title/ DBM 

(to be completed by 

HR) 

Position # 

of days 

Travel Required FLSA 

Status 

 Exempt 

 Non-exempt 

Job Description 

JOB PURPOSE/REASON: 

REQUIRED QUALIFICATIONS: 

EDUCATION:    High School Diploma or Equivalent         Associate’s Degree    Bachelor’s Degree 

  Master’s Degree           Other 

EXPERIENCE & TRAINING: 



LICENSING/CERTIFICATION: 

OTHER SKILLS/REQUIREMENTS: 

PREFERRED QUALIFICATIONS: 

SUPERVISION RESPONSIBILITY (IF APPLICABLE): 

Direct Reports:      ___ # of non-exempt/classified        ___ # of exempt/administrators/teachers 

Indirect Reports:   ___ # of non-exempt/classified        ___ # of exempt/administrators/teachers 

PRIMARY POSITION RESPONSIBILITIES: 



HR Form, Revised 09/29/2021 

PRIMARY POSITION RESPONSIBILITIES, CONTINUED: 

SECONDARY POSITION RESPONSIBILITIES 

PHYSICAL/MENTAL REQUIREMENTS: 

NOTE: The above is intended to describe the general content of and requirements for the performance of this job.  It is not to be 

construed as an exhaustive statement of essential functions, responsibilities or requirements.  This job description must not be 

misconstrued as a promise of employment, nor deemed as an employment contract. 

Department Head Date 

Associate/Chief/Executive 

Director 

Date 

Superintendent (if applicable) Date 

Human Resources Date 


	Position Title: Expanded Learning Assistant Site Coordinator
	PCN: 
	DepartmentSchool: Office of Expanded Learning (Kaleidoscope)
	Location Address: Multiple Locations
	Reports toTitle only: Site Coordinator
	NonCertified Administrator: Off
	Certified Administrator: Off
	NonExempt Hourly: On
	Teacher: Off
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherClass Title DBM to be completed by HR: 
	Position  of days: 
	NonCertified Administrator Certified Administrator NonExempt Hourly TeacherTravel Required: 
	undefined: Off
	undefined_2: On
	High School Diploma or Equivalent: On
	Associates Degree: Off
	Bachelors Degree: Off
	Masters Degree: Off
	Other: Off
	LICENSINGCERTIFICATION OTHER SKILLSREQUIREMENTS PREFERRED QUALIFICATIONS SUPERVISION RESPONSIBILITY IF APPLICABLE Direct Reports  of nonexemptclassified  of exemptadministratorsteachers Indirect Reports  of nonexemptclassified  of exemptadministratorsteachers PRIMARY POSITION RESPONSIBILITIES: 1. Run the program in the Site Coordinator's absence. Please see Site Coordinator Job Description for a list of duties and responsibilities to be accomplished in the Site Coordinator's absence.

2. Performs above and beyond Counselor duties. Relied upon for leadership, management, team building, activity coordination, etc.

3. Assist in school enrichment activities, monitoring attendance, receipt of payments, arrangement of pay schedules and contacting parents if changes occur in scheduling.

4. Assisting with new hires, training, and supervising employees.

5. Assist in planning work and activity schedules for staff and students.
	Department Head: Jason Sakran
	Date: 09/29/2021
	AssociateChiefExecutive Director: 
	Date_2: 
	Superintendent if applicable: 
	Date_3: 
	Human Resources: Leslie A. Phillips
	Date_4: 03/14/2022
	Job Purpose: Assist Site Coordinator with plans, engages in activities for small groups on a daily basis, and provides continuous supervision and interaction with children.
	L/C: CPR/First Aid
	other skills: Basic computer skills, and proven customer relations skills.
	Preferred Qualifications: 
	Primary Cont'd: 
	Secondary: 1.  Performs additional duties as assigned by the Site Coordinator.

2.  With Site Coordinator, attends regularly scheduled meetings.

3.  Assist in handling disciplinary problems and administers first aid for injuries.

4.  Help maintain facility, program equipment, and supplies.

5. Assist with snack schedule.
	Physical: 
	Exp/Training: 1-2 years of supervisory experience in a childcare/recreational program.
	Text12: 
	Text13: 0
	Text12 12: 


