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Summary of Position:

The School-Age Site Coordinator will work in collaboration with the Director of Youth Development and the School Age Site Administrator to provide ongoing support to the school-age program site by overseeing staff; ensuring site quality; communicating regularly with school site staff; and support all school-age child care functions and related duties.

The School-Age Site Coordinator should be a dynamic, self-starter who possesses the ability to effectively support the before and after School site and maintain a standard of excellence in the services that we provide to our students and families.  This position must be motivated to grow professionally and work in a collaborative setting for the benefit of the children in our before and after School programs.

Education/Experience:

· High School Diploma or equivalent recognized by the Delaware Department of Education. Associates/Bachelor’s Degree Preferred.
· Successful completion of at least 12 college or university credits in recreation, elementary education, school-age care, or school-age administration.
· Two years of experience working with youth, kindergarten through sixth grade in a group setting, and youth programming required.

· Experience with program and grant management.
Qualifications/Skills:
· Individuals must have proof of being fully vaccinated against COVID-19, to include the booster shot.

*Fully vaccinated means 2 weeks have passed from your third dose of the Pfizer or Moderna vaccine, or after the second dose of the Johnson and Johnson vaccine* 

· Spanish /English fluency strongly preferred.

· Computer literacy (Word, PowerPoint, Excel 2000).

· Ability to work individually and as part of a team.

· Ability to communicate with various audiences (parents, colleagues, staff members, superiors).

· Ability to handle sensitive and/or emergency situations.

· Ability to verify accuracy of information, resolve discrepancies and follow-up on outstanding activities.

· Strong organizational and planning skills.

· Possess strong written communication skills.

Responsibilities:

A School-Age Site Coordinator at the Latin American Community Center will work in collaboration with the Director of Youth Development and the School Age Administrator by:

Administrative:

· Recruiting students for assigned sites.
· Completing required monthly program reports.
· Attending all trainings, meetings and conferences related to the all program grants.
· Assisting Director of Youth Development and the School Age Administrator to recruit, hire, and train qualified personnel.
· Completing Annual Performance Evaluations for all site staff 

· Ensuring timely and accurate data collection from sites, staff, parents, and participants
· Supporting staff in completing Bi-annual Student Evaluations 
· Providing translation/interpretation for non-English speaking parents.

· Participating in department and agency meetings as required.
· Ensuring the accurate maintenance of student and program records.

· Maintaining files of all before and after program staff. 
· Creating memos/flyers for the families to stay up to date on program activities
Organizational Management:

· Selecting/designing before and After School curriculum and training staff in chosen curriculum.

· Supporting staff in the areas of curriculum, activity planning, and behavior management.

· Ensuring implementation of chosen curriculum by before and After School staff. 

· Ensuring fulfillment of expectations by before and After School staff.
· Implementing bi-annual Parent Conferences

· Working with the Enrollment and Data Coordinator to follow up regularly with parents regarding balances.

· Communicating regularly with parents to address questions and concerns.

· Ensuring the collection of weekly parent payments and regular follow-up.
· Ensuring regular data input by School Age Site Assistant.
· Supporting the planning and coordinating monthly parent council meetings
· Organizing parent engagement activities 

· Support resolution of parent complaints or concerns.

· Serving as the liaison between parents and their schools.

· Work closely with Delaware Stars technical assistant to maintain program and staff criteria at current Star Level 
· Ensuring progress towards quality improvement as outlined in our Quality Improvement Plan.

· Ensuring staff receives necessary training as required by DELACARE and Delaware Stars.

· Leading monthly before and after school staff meetings.

· Filling in at assigned sites in the absence of site coordinator or school age site assistant.
· Providing translation/interpretation for non-English speaking parents.

· Participating in department and agency meetings as required.
· Fulfilling other duties as assigned.
Traits:

· Be driven to provide high quality programming for youth and their families.

· Be self-aware and know how to treat all members of the organization’s community with respect, appraises accurately his or her strengths and weakness and is perceptive about how he or she is regarded.

· Work urgently and be able to handle multiple tasks and initiatives at once.

· Be detail-oriented and self-directed.

· Act as a problem solver and creative thinker.

Performance Expectations:

Support the growth and development of the program by: 

· Meeting all expectations set forth by the employee’s individualized development plan.

· Working collaboratively with the School Age Site Administrator and the Youth Development Director to provide outcomes reports in a timely manner.

· Ensuring site quality and fidelity of implementation.

· Ensuring parent satisfaction with program.

· Ensuring implementation of required curriculum, programming and activities.
· Maintaining positive relationships with partner organizations to increase program quality.
· Working collaboratively with School Age Administrator to meet all licensing requirements.

· Upholding the values and goals of the Latin American Community Center.

COMMITMENT AND COMPENSATION:

Length of Work Year:  12 months, select evenings and weekend commitments will also be required; occasional travel throughout the state and region may be required.

Salary and Benefits: Compensation for School-Age Site Coordinator is based on qualifications and experience. The Latin American Community Center offers a committed and collaborative team of colleagues and a comprehensive benefits plan.
THE SELECTION PROCESS IS RIGOROUS AND WILL INCLUDE THE FOLLOWING:

· Review of application, cover letter and resume

· Group Interview

· Reference Checks
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