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Program Director
Qualifications

Prefer Bachelors Degree
Experience in Management of Staff and Leadership Skills

Experience in Care of Children

Report

After-School Program Committee/Academic Director/Governing Board

Required Expertise and Skills

Will have the ability to:

· Effectively manage staff 
· Good organizational skills

· Serve as a support leader to the teachers by developing and monitoring teacher growth and development within a K-8 setting

· Demonstrate a positive leadership rapport with teachers, parents, and children

· Focus on instructional improvement that is founded in best practices

· Provide strong leadership and communication skills

· Work closely with other Teachers, Academic Director and Committee members
· Know what the end result is and how to get there

Duties and Responsibilities

Will be required to:

· Perform all after-school program duties including preparation of materials to be delivered to the teachers and the snacks that will be delivered to the students
· Promote a positive school climate and environment

· Assist in maintaining teacher participation in the program
· Ensure that the teachers who are absent have a replacement for the time that they are out
· Collect daily attendance sheets from the teachers
· Work with Academic Director to distribute important school information

· Send out a Quarterly Newsletter to parents and teachers in order to increase communication and enhance satisfaction with the program

· Set up a box for parents to write comments and make suggestions

· Each quarter, address these comments and suggestions in the newsletter

· Meet with After-School Committee to develop short and long range planning

· Assist teachers with classroom strategies based on other successful after-school programs
· Ensure students are meeting YPA educational initiatives

· Assist teachers with classroom management skills

· Maintain appropriate number of snacks and supplies

· Act as a liaison between teachers and administration

· Enforce high levels of parental communication throughout grade level

· Each month, ensure the teacher’s hours that he or she worked is turned in promptly
· Maintain awareness of special teacher needs and facilitates meeting them
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