Job Title

Requirements

Education Level:
Experience Desired:
Physical Requirements:

Reports To:

Essential Function of Duties

Working Conditions
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Director

Requirements

Education Level: Bachelor’s Degree in Education

Experience Desired: Project Development, Project Management, and/or supervisory experience.
Experience working with elementary-aged children.

Physical Requirements: Must be able to lift objects ranging from 10-25 Ibs. Must be able to sit and
stand for extended periods of time. The work area will be loud.

Reports To: Executive Director or Board of Directors
Essential Function of Duties

1. Plan and host staff meetings and training for staff

2. Plan/coordinate/produce the calendar of dates opened and closed, working closely with the school
calendar

3. Plan and implement the 10-week summer program
4. Budget planning

5. Plan and implement the curriculum with staff

6. Oversee all aspects of SD CCS Licensing

7. Compile Data reports (i.e., DOE 21st CCLC GPRA and specifics in data and attendance collection
monthly)

8. Act as a liaison between families, after-school programs, school day staff, janitorial staff, cafeteria
staff, and community organizations.

9. Monitor and maintain an effective inventory of materials and purchasing of items.

10. Provide positive leadership, supervision, and role modeling with site staff, volunteers, and peers.
Working Conditions

Working in a mixed environment. They mostly have indoor duties but may be required to help at
programs that go outside during all types of weather. Working in shared spaces at multiple locations.
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Site Coordinator

Requirements
Education Level: Degree in education or related field or equivalent experience in out-of-school time
programming

Experience Desired: Experience with out-of-school time planning and implementing. Experience with
supervision of students and adults

Physical Requirements: Must be able to lift objects ranging from 10-50 pounds. Work in loud
environments. Frequently required to sit on the floor, bend, balance, and reach and must be able to
move around the work environment.

Reports To: Director
Essential Function of Duties

1. Redirect students naturally and immediately without disrupting others.
2. Maintain confidentiality of students and their families.
3. Maintain open communication with school staff, students, and families.

4. Ensure that appropriate monthly calendars, daily activity sheets, individual member reports,
injury reports, and other reports/paperwork are completed on time.

Assist in various classrooms during the instruction of core subjects.
Effectively and consistently enforce rules and follow procedures.

Redirect students naturally and immediately without disrupting others.
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Monitor and manage employee timecards. Submitting, signing, and actively keeping track of
dates and appropriate staff time management.

9. Supervise the site during regular operation hours, including summer program dates and school
in-service days/vacations.

10. Be flexible, honest, and willing to change plans with short notice

Working Conditions

Working in various settings, including inside and outside, in all weather conditions. Working in shared
spaces and at multiple locations.
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Support Staff

Requirements

Education Level: Must be 14 years of age or older. Staff 14-17 years old must be paired with staff 18
years old or older.

Experience Desired: Preference given to individuals with experience, background, and/or passion for
working with elementary-aged students.

Physical Requirements: Constant hearing, hand-eye, mind-eye coordination; intermittent speaking,
standing, and walking.

Reports To: Site Coordinator
Essential Function of Duties

1. Supervise and interact with children during enrichment activities, recreation, and choice time.

2. Create a safe environment for children. Supervise and ensure the safety of children at all times,
being alert to the needs and/or problems of the children as individuals and as a group.

Interact with parents regularly in a professional and positive manner
Assist with redirecting children when appropriate.
Assist with clean-up procedures for the assigned area and overall school building.

Complete required training hours for Child Care licensure.
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Engage students in positive, age-appropriate interactions. Staff will be positive role models,
guiding students towards positive life choices.

8. Individuals must be able to work independently and as a member of a team.
9. Develop and maintain positive relationships with parents and students.

10. Perform other duties as assigned by the Site Coordinator.

Working Conditions

Working in various settings, including inside and outside, in all weather conditions. Working in shared
spaces and at multiple locations.
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