GSPC BRIDGE After School Program Director Job Description:

Under the direction of the Session, the After School Director is responsible for the supervision and coordination of program and staff. The Director will work with an After School Program Committee to plan, organize, and implement all daily activities of the BRIDGE After School Program.

Immediate Supervisor:  After School Committee Chair(s)  

Communication from the chair will be sent to the committee for approval as required and forward to the session as needed.
Qualifications:
( Must possess a high school diploma or equivalent. 

( Basic knowledge and understanding of school aged children.
( Be a self-starter and perform job with little supervision.
( Communicate verbally and in writing.

( Work as part of a team.

( Relate well to children and adults.
( Trained in CPR with current certification

( Acceptable background check, along with a physician statement of health
Duties and Responsibilities Essential Functions:
Work directly or in coordination with the After School Program committee to:
( Be present when the children arrive.

( Provide volunteers with the appropriate leadership during the program.
( Develop and plan activities that incorporate program goals into the daily routine. 

( Assist with training and supervision of site staff and volunteers.

( Provide a warm and caring atmosphere for participants. 

( Maintain open communication between program staff, volunteers and Committee as needed.
( Prepare activities that are developmentally appropriate for the age of the children. 

( Make sure activities and room preparations are proper for each day's program.
( Coordinate/plan supply needs with the committee for the program on a regular basis
( Make recommendations to the Session for improvement on equipment, supplies, facility and program needs. 

( Set up and move furniture, clean up room after program is finished. Keep the lower level neat and orderly.
As the Program Director:

( Be flexible and adaptable to new situations.

( Communicate with the parents through daily drop‐off and pick‐up as well as written communication. 

( Maintain a safe environment for participants.

( Maintain records of attendance, tuition payments, and sign‐in/out sheets

( Attend after school program committee meetings.
( Maintain a positive attitude toward co‐workers and volunteers.

( Direct and guide the staff and volunteers in all areas. 
( Assign daily tasks to the staff and volunteers. See To Do List
( Report to Program Committee, Pastor, or Session any problems which arise with participants, other employees, or the Bridge staff and volunteers. 
( Be responsible for recruitment ideas, including attending school open house, etc.

( Conduct and document monthly fire drills

( Give input for an annual budget

Work Hours and Compensation:
The position of After school Director is a part time position and is paid every two weeks at an agreed salary. The position is classified as a non‐exempt hourly employee status and will work approximately 20 hours per week, according to the Washington County school schedule.  Hours will be turned in to the chair(s) and treasurer.   Hourly rate effective date below:___________________

In preparation of the beginning of the school year, payment will be made at the hourly rate for scheduled functions (time at school open house, etc.)  10 hours will be provided for preparation as needed.
A monthly stipend will be made available for expenses and communicated to the committee for expense report 
Other:
( Effectively coordinate with staff and keep program organized.

( Work closely with staff and other employees and set an example for the staff as well as participants.
( Use good judgment and effective problem-solving skills. 
( Maintain proper administrative records. This includes but not limited to time sheets, attendance sheets, leave request forms, tracking tuition payments, and accident/injury forms.
( Project the public image and Christian Character of the program.
This job description is agreed as signed:_________________________________________  Date:___________

GSPC representative:​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​___________________________​​​​___________________________Date:______________  
