Sample Job Description for Afterschool Site Coordinator

(adapted from samples developed by the Bay Area Partnership for Children and Youth, http://www.bayareapartnership.org/asi/asi-tools.htm) 



Position Title:  Site Coordinator
Reports to:   School Principal/Executive Director
Job Posting Date:  __________________
Summary

Afterschool Program is a youth program committed to providing academic and enrichment activities to youth.  The Site Coordinator is responsible for oversight, development, and implementation of the after school programs and services. This position oversees an annual program budget of approximately $X00,000 and directly supervises X full-time staff and X part-time staff, and is ultimately responsible for all volunteers and consultants who work in the afterschool program. 
Responsibilities and Duties
Program Quality

· In concert with other staff and stakeholders, develops program curriculum and structure each academic year

· Ensures program includes activities that contribute to the cognitive, social, emotional, and physical well-being and growth of each participant

· Makes sure programs are in compliance with state regulations

· Helps troubleshoot issues with staffing, participants, parents, etc.

· Secures resources for programs for unique enrichment classes

Human Resources and Staffing

· Carries out supervisory responsibilities in accordance with the agency’s policies and applicable laws.  Responsibilities include recruiting, interviewing, hiring, and supervising department staff and volunteers, performance evaluations, goal setting, professional development, and addressing complaints about supervisees’ work
· Coordinates training and orientation of new staff and in training and orientation of existing staff taking on new responsibilities
· Delivers regular feedback to staff through group and one-on-one meetings

· Plans and facilitates monthly meetings

· Offers emotional support and guidance to staff

Financial Management and Sustainability
· Creates and monitors budget

· Pays program bills and manages payroll

· Monitors accounts receivable and payable

· Creates and implements a sustainability plan

· Raises funds as necessary

· Develop and manage partnerships and build community support for program 

· Oversees all state grants, from proposal development through reporting, including maintaining communication with the state to ensure compliance for all reporting

· Maintains accurate records, files, and data systems for grant reporting (e.g., attendance, student data – qualitative and quantitative, standardized testing scores, comparison & participant group data, etc.).

· Reviews and submits monthly, quarterly, and annual program reports as necessary; assures the effective implementation and successful completion of program requirements.
Community Collaborations, Outreach, and Networking

· Attend school meetings

· Attend meetings with community groups

· Maintain relationships with intermediaries, networks, etc.

· Develops and maintains positive and effective relationships with school district personnel, government officials, community leaders, educators, school officials, community partners, foundations, and other individuals or organizations involved in youth development.

· Participates and builds key relationships with the XYZ Unified School District, parent/guardian/family, City of XYZ, XYZ Parks & Recreation, and other community networks related to programs and services.

· Provides key external communications related to programs and services, including participation in external meetings, events, conferences, trainings.
· Maintains communication with all school-related and community collaborations and networks supporting the after school program.
Evaluation

· Distributes and collects student, staff, and parent surveys 

· Uses program self-assessment tool with staff and stakeholders

· Establishes formal evaluation system

· Works with external evaluators and program staff to measure programmatic, operational, and youth outcomes; ensures all reporting on these outcomes is done accurately
Other

· Works on strategy, community relations, advocacy, organizational, and other projects as needed

Desired Knowledge, Skills, and Abilities

This list of knowledge, skills, and abilities is intended to be comprehensive.  Competitive candidates may possess some of these qualities, with greater strengths or deeper experience levels in specific areas.

· Bachelor's Degree preferred. School-Age Child Care Credential or Master's preferred (e.g., Education).

· Excellent supervision, management, and leadership skills, including knowledge of mentoring, evaluating, and inspiring staff.

· Excellent organizational and independent working skills.

· Excellent office management and computer literacy (IT) skills (including MS Office applications and internet research).

· Excellent written, oral communication, networking, negotiation (conflict management and resolution), and presentation skills.

· Experience with after school program development and coordination, curriculum development, finance/budget monitoring, and direct youth services coordination.

· Experience supervising full-time staff.

· Experience with fundraising and development (e.g. grant management, grant proposal writing, and report writing).

· Experience with and knowledge of research methods, program evaluation, data assessment systems.

· Experience with community outreach and education, school district operations, community collaborations, and multicultural education.

· Knowledge of XYZ communities, community resources, and school-linked services.

· Enthusiasm for community education and commitment to youth development and services.

· Bilingual and bicultural skills desirable, but not required.

· Ability to work some flexible hours (e.g., evenings and weekends).

Salary and Benefits

Competitive Salary DOE (depending on experience) (1.0 FTE).

(INSERT BENEFITS HERE)

How to Apply

Please send, email, or fax cover letter and résumé to:  (INSERT HIRING CONTACT HERE)
The Afterschool Program is an equal opportunity employer and is committed to staff diversity. Our programs, services, and staff positions are funded by contributions from individuals and corporations, and by private foundation and public grants.  All continued employment is dependent upon the organization’s ability to maintain appropriate and adequate funding levels.  All staff positions are subject to the final approval of funding resources and of the Board of Directors.
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