>
SCHOOL DISTRICT

Position Title: Expanded_earningSite Coordinator(Temporary) PCN:
Department/School: | Office of Expanded.eaming(Kaleidoscope) Location/ | Multiple Locations

. Address:
Reports to(Title ProgramOfficer Work
only): Hours am 1o P
?:zzlfleg)/rP;SItlon ] Non-Certified Administrator ~ [_] Certified Administrator [l Non-Exempt Hourly ~ [_] Teacher
Class Title/ DBM Position #
(to be completed by of days
HR)
Travel Required FLSA ] Exempt

Status (] Non-exempt

Job Description

JOB PURPOSE/REASON:

Developandadministeranafterschoolprogramsothatit will accommodatéhe needsof the studentsandparentsof the school.
Planning,coordinating anddirectingall programactivitiesat the specifiedprogramsite underthe directionof the Community

SchoolProgramOfficer.

REQUIRED QUALIFICATIONS:

EDUCATION: [ ] High School Diploma or Equivalent

[ ] Master’s Degree [] Other

EXPERIENCE & TRAINING:

Associate'®egreein Early Childhood,ElementaryEducationpor relatedfield; and

2-3yearsof supervisoryexperiencen achildcare/recreationgrogram.

W] Associate’s Degree

[] Bachelor’s Degree
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LICENSING/CERTIFICATION:
CPR/FirstAid

OTHER SKILLS/REQUIREMENTS:

Basiccomputerskills; and
Provencustomerrelationsskills.

PREFERRED QUALIFICATIONS:

SUPERVISION RESPONSIBILITY (IF APPLICABLE):

Direct Reports: O # of non-exempt/classified 0 # of exempt/administrators/teachers
Indirect Reports: Q _ # of non-exempt/classified 0 # of exempt/administrators/teachers

PRIMARY POSITION RESPONSIBILITIES:

1. Plandaily activitiesfor beforeandafterschoolprogramsaswell as,full dayprogramsduringmostholidaysandteacher
workdaydays.

2. Coordinatemmongtheadministrationfeachersparentsandthe communitydirectororganizingotherafter schoolenrichment
activities.Includesmonitoringattendancereceiptof paymentsarrangemendf pay schedulesndcontactingparentdsf changes
occurin scheduling.

3. Coordinatesnackswith CafeteriaManagerasneededor the program.

4. Hire, train, andsuperviseemployees

5. Keepingrecordsof attendancéor eachchild in the programandtaking paymentdor balanceslue.

6. Planningwork andactivity schedulegor staffandstudents

7. Orientingnew childrenandparentson policiesandprocedures.

8. Holding regularlyscheduledtaff meetings.

9. Making weeklydepositsof revenue

10.Turnsin necessarpaperworkasrequired submitstime sheetssubmitreimbursementsnaintainsrecordof receiptsfor monies
collected.

11. Preparesindmaintainsaccurateaccountseceivabldedgersheetandreceiptsor weekly paymentsandbalance®f eachstudent
enrolledin the program
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PRIMARY POSITION RESPONSIBILITIES, CONTINUED:

SECONDARY POSITION RESPONSIBILITIES

1. Preparesppropriatesnackandjuice for eachchild daily.

2. Providessubstitutdist andcall subsasrequired.

3. Attendsregularlyscheduledneetingswith Principal.

4. Handleddisciplinaryproblemsandadministerdirst aid for injuries
5. Maintainsfacility, programequipmentindsupplies

6. Informscommunityschoolsof anycommunicatioror equipmenmalfunctions

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 JasorSakran Date 09/29/2021
Associate/Chief/Executive Date

Director

Superintendent (if applicable) Date

Human Resources LeslieA. Phillips Date 03/14/2022

HR Form, Revised 09/29/2021
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