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

Site Coordinator- West Village Academy Site
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: $22-$30 hr
Hours:  Monday-Friday 2-6 p.m. (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:

Under the general direction of the Program Director, the activity instructor’s function is to:

· Provide site supervision and coordination during afterschool programs with focuses on tutoring, recreation, education, and enrichment programming.

· Maintain ongoing communication and collaboration with program director, school administration, and external service providers to assure efficient and quality programming 

· Supervising and monitoring student behavior.  Enforce rules and conduct standards; apply appropriate disciplinary measures as necessary in accordance with established policies.  

· Maintain accurate attendance, schedules, and academic progress reports of each student

· Develop and distribute activity calendars and schedules to parents, program personnel and other appropriate individuals on an ongoing basis.  

· Assist in the recruitment of volunteers, community partners, and paid program staff

 Assist in the facilitation of monthly staff meetings and training. 
. Other related duties as assigned.
· .
Knowledge, Skills, and Abilities:
· Working knowledge of child development and child behavior.
· Proficient in Microsoft Office
· Communicate effectively and positively with supervisor, children, co-workers, and parents.

· Ability to create and implement diverse, interesting, and age appropriate academic, enrichment, and recreational activities.

· Desire to form intentional and positive relationships with students and staff members.
· Knowledge of 21st Century Community Learning Centers Grant
Minimum Qualifications:
· Teacher Certification Preferred with at least 2 years experience working with school aged children. 
· Paraprofessional with at least 3 years experience working in an after-school program setting
· Bachelor’s degree in a human service field with at least 2 years experience working with school-aged children.
· Flexible and Adaptable Personality

