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	South Whidbey Parks & Recreation District

PO Box 136

Langley, WA  98260

360-221-5484

www.swparks.org   swparks@whidbey.com

Job Description
After School Program Director


Salary Range:
$15 -18 per hour, DOE
Date Opened:
  July 14, 2010
Status:

Pilot Project - Temporary

Date Closed:
  July 24, 2010
NATURE OF WORK

This position is supervisory in nature and is responsible for developing, coordinating, implementing and maintaining South Whidbey Parks & Recreation District’s After School Pilot program.  Under the direction of SWPRD’s Director, this position plans, schedules, supervises, promotes, and implements daily activities for the District’s After School Pilot Program, including weekly field trips.  Supervises after-school counselors, counselors-in-training, volunteers and children.  Preparation part of position begins August 23, 2010 on a part- time basis.  The after-school program runs October 14 – November 19, from 3:00 pm – 6 pm Monday through Friday.  Director will have additional set-up, planning time, and clean-up time in daily schedule. Director may hire an assistant for program duration, details to be discussed upon hiring.
ESSENTIAL FUNCTIONS

· Planning and supervision of a comprehensive after school pilot program.
· Assists in the hiring and recruiting of high school counselors, junior counselors, and participants.
· Organize, lead, teach and conduct recreation activities such as learning, cooking, gardening, dancing, nature study, outdoor recreation, drama, etc.
· Prepares daily schedules for each day.  Organizes and prepares plans and supplies for the different weeks of camp.
· Supervises and prepares schedules and assignments for after school staff and volunteers.  Supervises children. Trains staff and volunteers in advance of camp.
· Assists in training volunteers in safety procedures and ensures all safety rules, regulations and procedures are followed and administers first aid materials.  Provides for adherence to required risk management practices.  Monitors and directs volunteers in their duties assisting counselors.
· Maintains records and prepares weekly report relating to after school activities and facilities.

· Assists in the coordination and preparation of after school program publicity, promotion and advertising. 
· Provides information to staff, volunteers, participants and general public regarding after school programs and activities; resolves grievances and complaints.

· Works with all after school participants, parents and the general public demonstrating a high level of tact, judgment, discretion and recreation knowledge.  Provides safe supervision of after-school participants.
· Assists with program registration and performs other duties as assigned, including facility clean-up and organization.
SUPERVISORY RESPONSIBILITIES

Supervises assistant director, counselors, volunteers and after school participants in accordance with the District's policies and applicable laws; schedules staff and volunteers.  Participates in the daily operation of the after school program.
KNOWLEDGE, ABILITIES & SKILLS

· Must be able to work harmoniously with children, fellow employees, and the public.
· Knowledge of current principles and practices related to the coordination of an after school program.

· Knowledge of scheduling techniques and procedures for recreation activities. 
· Knowledge of principles and practices of administration, supervision and training.
· Knowledge of standard first aid and CPR procedures by the beginning of after school pilot program.
· Ability to communicate effectively orally and in writing using correct English grammar, spelling, punctuation and vocabulary.

· Ability to plan, schedule, supervise and evaluate programs and volunteers.

· Ability to operate computer equipment, keyboarding at 45 wpm, and other office machines.

· Knowledge of computer technology and its application to registration software and report preparation.

· Ability to work in a rapid-pace work environment, handle multiple tasks and meet deadlines.

· Ability to maintain effective working relationships with staff, community groups and individuals. Ability to greet the public and co-workers in a friendly, courteous and tactful manner and clearly convey a willingness to be of service and/or be open to resolving the situation at hand.  Clearly explains self or answers when necessary.  Takes the time to ensure message is easily understood.  Closes all contacts courteously and appropriately.

· Ability to use both verbal and non-verbal forms of communication to demonstrate an open and accepting attitude.

· Ability to exercise individual initiative and discretion in confidential matters and to respect confidential matters regarding other employees and after school program participants.

· Ability to work under pressure and with constant interruptions.

· Ability to work irregular hours on occasion, including some evenings and weekends.

EDUCATION AND/OR EXPERIENCE

Minimum 18 years of age with at least 2 years of relevant experience.  Must hold a current First Aid and CPR certification before day camp begins.

PHYSICAL DEMANDS AND WORKING CONDITIONS

This position works from the District office, located at Community Park.  However, work is also performed out of the office and a high degree of physical mobility is required to provide supervision of programs and events at various locations.  Ability to work a flexible schedule is required.  Physical capabilities to participate in recreational activities such as pushing and pulling; kneeling, crawling, running, and throwing objects to demonstrate/participate in activities; reaching overhead and horizontally; hearing and speaking to exchange information and make presentations; seeing to read materials and monitor activities; dexterity with hands and fingers to operate sports equipment and a computer keyboard.  Ability to lift 50 pounds required.
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