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Village Community Resource Center

Part-time Program Assistant-After School Academy
Job Description
Position Summary:
Under the supervision of the Executive Director, the Program Assistant will be responsible for working with K-5th grade students in the After School Academy, supporting the Program Director, and providing administrative support. The After School Academy provides K-5th grade students with the personal attention and support they need to enhance their self-esteem, improve their academic skills, and recognize their potential as community leaders.  Students in the program receive literacy support, homework assistance, and exposure to study skill strategies.  Students also have the opportunity to attend field trips and extra-curricular activities during school intercessions. 

Requirements: Entry Level; must pass Live Scan background check, bilingual (Spanish) preferred 
Contact: kirsten@vcrcbrentwoodca.org

Salary:  $9.00 an hour. Part-Time (Temporary)
Start Date:  June 15, 2015
*Must be able to work Monday-Thursday 1:30-6:00pm during the academic year
Responsibilities:

Primary responsibilities include:

· After School Academy
· Help students during After School Academy sessions with tasks including but not limited to:

· Literacy Development

· Homework completion
· Daily reading assignments
· Math fact review
· Offer additional support to students struggling with concepts, through varying and creative means of instruction 
· Complete Daily Homework Reports and behavior logs
· Maintain ongoing communication with students, parents, school teachers, and staff  as it pertains to the Afterschool Academy program 
· Management of conflicts or issues that arise during the Afterschool Academy 
· Assist Program Director in organizing and updating student records including registration, attendance, test scores, report cards, and general statistical data
· Assist in program assessment under the supervision of the Program Director
· Assist in planning and implementing special events, field-trips, new curriculum and special programs

· Preparation of flyers, literature or other educational programming needs
· Maintain a clean and well organized workspace free of clutter
· Maintain inventory of program materials and supplies

· Assist Program Director with administrative tasks including but not limited to:
· Copying

· Typing

· Filing

· Receive incoming and outgoing mail

· Answering phones

· Schedule appointments

· Assist in fundraisers
