
 AFTER-SCHOOL SITE COORDINATOR JOB DESCRIPTION 
 DEPARTMENT: TRANSFORMATIONAL EDUCATION INC./TEAM CHARTER SCHOOLS 
 REPORTS TO:  PROGRAM COORDINATOR 
 FLSA STATUS: NON-EXEMPT/HOURLY 

 Summary 

 Under  the  direc�on  of  the  Program  Coordinator,  the  A�er  School  Site  Coordinator  will  priori�ze  and 
 perform  a  variety  of  du�es  to  manage  the  daily  implementa�on  of  the  a�er-school  program  at  the 
 designated  site  and  is  responsible  for  supervising  program  leaders  and  assuring  the  safety  of  students. 
 The  Site  Coordinator  will  direct  and  par�cipate  in  collabora�on  and  communica�on  with  others 
 regarding program needs, offerings, and other applicable program issues. 

 Essen�al Func�ons 

 This  classifica�on  specifica�on  does  not  describe  all  du�es  performed  by  all  incumbents.  A�er  School 
 Site  Coordinator  will  work  closely  with  A�er  School  Mentor,  program  partners,  school  personnel,  and 
 families  to  ensure  that  the  a�er-school  program  policies  and  prac�ces  are  followed,  and  program  goals 
 are  being  achieved  at  each  site.  May  perform  an  array  of  du�es  during  and  a�er  school  to  provide  care, 
 instruc�on, a�endance-keeping, and program implementa�on. 

 Essen�al Du�es & Responsibili�es 

 ●  Maintain an invi�ng, safe, and orderly environment. 
 ●  Maintain  a  clear  and  consistent  line  of  communica�on  with  program  staff,  the  Director  of 

 Educa�on, and parents (parental no�fica�on by telephone and/or wri�en form). 
 ●  Be  available  to  students,  staff,  and  parents  throughout  the  dismissal  of  all  students  within  the 

 program. 
 ●  Develop  schedules  that  incorporate  student  interests,  required  curriculum,  and  �meframes  to 

 ensure their successful implementa�on. 
 ●  Provide day-to-day oversite of programs and a�er-school staff (i.e., A�er School Mentor). 
 ●  Ensure  A�er  School  Mentors  develop  effec�ve,  high-quality  programming  by  collec�ng  and 

 reviewing lesson plans for content. 
 ●  Acquire and manage program equipment, materials, supplies, and facili�es. 
 ●  Coordinate  the  meal  distribu�on  to  students  in  the  a�er-school  program;  properly  track  and 

 account for all meals. 
 ●  Monitor  student  behavior  on-site  during  program  hours  and  u�lize  appropriate  discipline 

 measures as necessary. 
 ●  Maintain  student  par�cipa�on  and  a�endance  throughout  the  year  to  meet  or  exceed  average 

 daily a�endance (ADA) goals throughout the year. 
 ●  Maintain  and  forward  fiscal  data,  including  receipts,  �mesheets,  supply  and  material  requests, 

 evalua�ons, a�endance data, and reports to the Program Coordinator. 
 ●  A�end professional development and training ac�vi�es and mee�ngs. 
 ●  Visit classrooms daily and assist in supervising students. 



 ●  Respond  to  inquiries  from  parents  and  students  regarding  program  offerings,  a�endance,  and 
 registra�on procedures. 

 ●  Review  the  performance  of  A�er  School  Mentors  to  provide  sugges�ons,  demonstra�ons, 
 assistance, and support to other staff members within the program. 

 ●  Assist with preparing for site visits with special visitors and guests. 
 ●  Ensure compliance with grant requirements is met. 
 ●  Research  and  align  effec�ve  program  partnerships  and  collabora�ons  to  ensure  that  partner 

 expecta�ons are met. 
 ●  Ensure program partnerships and collabora�on expecta�ons are met. 
 ●  Check  emails  daily  to  ensure  that  program  updates  and  communica�ons  are  reviewed  and 

 responded to in a �mely manner. 
 ●  Conduct regular staff mee�ngs with A�er School Mentors (weekly or every other week). 
 ●  Prepare  and  maintain  a  variety  of  records,  logs,  and  files,  including  informa�on  of  confiden�al 

 nature (i.e., a�endance, student records). 
 ●  Travel  occasionally  to  off-site  mee�ngs,  training,  and  events;  accompanies  par�cipant  groups  at 

 special events or on program ou�ngs. 
 ●  Performs other related du�es as required. 

 Essen�al Du�es & Responsibili�es 

 Knowledge of: 
 ●  Effec�ve  leadership  skills  and  ability  to  respond  calmly  and  appropriately  to  unexpected 

 situa�ons. 
 ●  Supervision  techniques  to  provide  clear  direc�on  and  effec�ve  support  to  a�er-school  program 

 staff and students. 
 ●  Behavior modifica�on techniques and strategies. 
 ●  Record-keeping techniques. 
 ●  Opera�on  of  office  machines  (i.e.,  computers;  methods  and  procedures  of  so�ware 

 applica�ons). 
 ●  Human  rela�ons  skills  to  work  produc�vely  and  coopera�vely  with  teachers,  students,  and 

 parents in formal and informal se�ngs. 
 ●  Exercise pa�ence when conveying informa�on and demonstrate sensi�vity to all students. 
 ●  Plan, organize, and direc�on of school programs, ac�vi�es, and services. 
 ●  Develop and implement curriculum. 
 ●  Interpret, apply, and explain rules, regula�ons, policies, and procedures. 
 ●  Apply applicable sec�ons of the State Educa�on Code, including local, federal, and state law. 
 ●  Effec�ve communica�on both orally and in wri�en form. 

 Ability to: 
 ●  Plan, organize and implement a�er-school programming and ac�vi�es. 
 ●  Provide educa�onal leadership to the a�er-school program staff and par�cipa�ng students. 
 ●  Communicate with parents, students, and the public. 
 ●  Engage in physical ac�vity. 
 ●  Organize and conduct large group recrea�onal ac�vi�es. 
 ●  Interpret, apply, explain, and maintain rules, regula�ons, requirements, and restric�ons. 
 ●  Perform appropriately in situa�ons, u�lizing tact, ini�a�ve, and good judgment. 



 ●  Meet schedules and �melines. 
 ●  Prepare, follow, understand and deliver oral instruc�on. 
 ●  Establish  and  maintain  coopera�ve  and  effec�ve  working  rela�onships  with  school  staff,  public, 

 parents, and community leaders to collaborate. 
 ●  Maintain confiden�ality in all ma�ers related to students. 
 ●  Effec�vely  supervise  and  care  for  children  with  varying  degrees  of  development  and  needs  in 

 various ac�vi�es. 

 Educa�on and Experience: 
 ●  High school diploma or equivalent. 
 ●  Experience working with school-aged children in an organized se�ng, preferably. 
 ●  Experience  assis�ng  the  implementa�on  of  children  and/or  youth  programs  and  ac�vi�es, 

 desirable. 

 License or Cer�ficate: 
 ●  Valid Driver’s license (preferred). 

 Working Condi�ons 

 Environment: 
 ●  School campus, classroom, playground, office, and community work environment. 
 ●  Exposed to inside and outside varying temperatures. 
 ●  Exposed to various noise levels. 
 ●  Must wear close-toed shoes and adhere to the dress code. 
 ●  Occasional travel. 

 Physical Demands: 
 ●  Visual acuity to monitor students during classroom ac�vi�es. 
 ●  Read and write printed materials and computer screens. 
 ●  Hear and understand speech at normal levels. 
 ●  Ambulatory ability to move about the school se�ng. 
 ●  Dexterity of hands and fingers to manipulate specialized apparatus. 
 ●  Kneel or crouch, bend at the waist. 
 ●  Stand for extended periods of �me. 
 ●  Li�, carry, push, and move supplies, fixtures, etc. up to 50 pounds or more. 

 Employee Signature  : _____________________________  Date  : ________________ 

 Print Name:  _____________________________________ 


