
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 Site Coordinator (Temporary)
	PCN: 
	DepartmentSchool: Office of Expanded Learning (Kaleidoscope)
	Location Address: Multiple Locations
	Reports toTitle only: Program Officer
	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: Off
	Associates Degree: On
	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. Plan daily activities for before and after school programs, as well as, full day programs during most holidays and teacher 
     workday days.  

  2. Coordinates among the administration, teachers, parents and the community director organizing other after school enrichment
     activities. Includes monitoring attendance, receipt of payments, arrangement of pay schedules and contacting parents if changes
     occur in scheduling.

  3. Coordinates snacks with Cafeteria Manager as needed for the program.

  4. Hire, train, and supervise employees

  5. Keeping records of attendance for each child in the program and taking payments for balances due.

  6. Planning work and activity schedules for staff and students .

  7. Orienting new children and parents on policies and procedures.

  8. Holding regularly scheduled staff meetings.

  9. Making weekly deposits of revenue

 10. Turns in necessary paperwork as required, submits time sheets, submit reimbursements, maintains record of receipts for monies
       collected.

 11. Prepares and maintains accurate accounts receivable ledger sheets and receipts for weekly payments and balances of each student 
       enrolled in the program
	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: Develop and administer an after school program so that it will accommodate the needs of the students and parents of the school. Planning, coordinating, and directing all program activities at the specified program site under the direction of the Community School Program Officer. 

	L/C: CPR/First Aid
	other skills: 
Basic computer skills; and
Proven customer relations skills.
	Preferred Qualifications: 
	Primary Cont'd: 
	Secondary: 1.  Prepares appropriate snack and juice for each child daily.

2.  Provides substitute list and call subs as required.

3.  Attends regularly scheduled meetings with Principal.

4.  Handles disciplinary problems and administers first aid for  injuries

5.  Maintains facility, program equipment and supplies

6.  Informs community schools of any communication or equipment malfunctions


	Physical: 
	Exp/Training: Associate's Degree in Early Childhood, Elementary Education, or related field; and
2-3 years of supervisory experience in a childcare/recreational program.
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