After School Program Coordinator/Site Supervisor Job Description based on Core Competencies for Before/After School Professionals
Representative Duties
Demonstrates expertise:
Designs and implements lesson and activities aligned with programs goals that support the academic success and the social/emotional development of all students

Supports positive relationships between adults and students

Promotes a sense of physical and emotional safety among students at the site

Promotes the meaningful engagement and leadership of the students

Respects and honor cultural diversity among students

Designs activities and utilize community resources that expand the students’ knowledge and understanding of their own immediate community and the larger global community

Adapts the program and activities for ELL, students with disabilities, gifted students, and students with special needs

Ensure the health and safety of students

Follow safety and emergency procedures

Employs strategies that shows and understanding of child and youth development principles

Communicate and collaborate with students’ families to share individual strengths, successes and challenges

Communication and collaboration strategies with school administrator

Communicate and share information with instructional day staff

Utilize instructional strategies to promote student learning

Ability to:
Advocate for individual students’ needs, providing referral information when appropriate
Develop and integrate After School program goals that support the academic success and the social/emotional development of all students.

A working knowledge of and abilities to use resources within the broader community

Ensures an ongoing program environment that is student-centered
Maintain accurate program records and follows reporting procedures

Ensure program incorporates activities to promote physical fitness and health

Strive for self-improvement including knowledge and skill development

Works collaboratively with peers, shares program-related information and shares in collective tasks

Model professional behavior in conducting activities 

Manages Program Staff

Engages and supports staff in the implementation of program activities to achieve program goals

Promotes the professional growth and development of staff
Protect and appreciates the need for confidentiality 
Gathers, reviews, and used program data for program improvement

Understands and complies with federal and state mandates for after school program

Use the Quality Self Assessment Tool for program improvement
Stay informed about updates and changes to the after school program tools and document

Manage fiscal resources at the site level

