Job Posting
21st Century Community Learning Center S.T.A.R. Afterschool Program

Administrative Support Staff
Employer: West Village Academy – 3530 Westwood, Dearborn, MI 48124

Reports to: Joanna Charara, Program Director

Department: 21st Century Community Learning Centers S.T.A.R. Program

Pay: $8  per hour

Position / Hours: Part-time on Monday, Tuesday, Thursday, and Friday
                              from 2:00 – 5:30 pm (based on school calendar)
[image: image1.wmf]Contact Method: Fax resume to Joanna Charara at 313-274-0062 or email to jcharara@westvillageacademy.org
Essential Functions:

Provides support to the Program Director in the following functions:

· Provide office and record keeping support such as taking attendance, preparing/transporting class rosters, maintaining student database, preparing meeting agendas, making phone calls, creating and coping forms, assembling packets, maintaining inventory, etc.

· Assist in monitoring and record keeping during snack time, field trips, activity/academic classes, group activities, and whenever support is needed.

· Implement classroom activity/lesson plans should the instructor be absent.
· Positively promote the program to students, parents, school, and community organizations by preparing flyers, activity calendars, attending special events, etc.

· Interact with groups of students while upholding day-school/after-school rules for appropriate student behavior.
· Support instructions in implementing discipline and structure in class to promote a calm and positive atmosphere.

· Know and follow appropriate safety measures for evacuating school and /or ensuring safety of children at all times
· Maintain a positive attitude to promote a team atmosphere between adults and students.
· Perform other incidental and related duties as assigned.

· Mandatory 12 hours of training per year.

· Attend mandatory monthly site meetings.
Knowledge, Skills, and Abilities:
· Proficient in Microsoft Word, Excel, and PowerPoint
· Highly organized with attention to details

· Comfortable interacting with children in elementary/middle school.

· Basic knowledge of child development and behavior.

· Communicate effectively with children, parents, and fellow staff members.

· Possess a positive attitude with co-works and promote a teach atmosphere.

· Demonstrate flexibility and adaptability in order to offer a variety of support.
Minimum Qualifications:
· Experience working with school aged children.
· One-year office experience and college level computer coursework preferred.

· Valid driver’s license and reliable transportation required.

