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West After School Center, Inc.

620 Garfield Avenue

Lancaster, OH  43130

A 21st Century Community Learning Center

The West After School Center, Inc. is an independent, non-profit organization

JOB DESCRIPTION

TITLE:      Executive Director, West After School Center, Inc.
QUALIFICATIONS:

1. Baccalaureate Degree or life/work experience that would equate 

2. Experience working with people, especially volunteers

3. Ability to work with community leaders, speak in front of varied audiences, represent the Board of Directors in the community

4. Ability to operate a computer, Microsoft Office, organize an office, and operate necessary equipment.
5. Must complete background check and complete training in child abuse prevention, CPR, group problem, communicable diseases, solving facilitation and conflict management and other requirements of ODJFS.

6. Ability to manage financial resources, quarterly reports, and government requirements.

7. Alternatives to the above qualifications as the Board may find appropriate and acceptable.

REPORTS:
Board of Directors, West After School Center
JOB GOAL:  To coordinate the day-to-day operation and programming of the West After School Center, Inc.
PERFORMANCE RESPONSIBILITIES:

1. Work in collaboration with community agencies, citizens, service groups, etc. for the creation of programs for the West After School Center, Inc. and other after school programs in collaboration with Lancaster City Schools. 

2. Work cooperatively and in collaboration with the principal, staff, volunteers, parents, and students of all partnering elementary schools.

3. Be thoroughly familiar with the local, state, and federal requirements and regulations for operation of a 501 © 3 tax exempt agency.

4. Seek additional funding sources, grants, and provide for perpetuity of program offerings after 21st Century grant or other supporting funding diminishes
5. Hire and evaluate subordinate employees of the WASC and collaborate with other agency executives to coordinate the work and service of contracted and related services personnel (e.g. GED , Head Start/Even Start).

6. Maintain data, lists, files, communications, WASC paperwork and/or delegate responsibilities.

7. Develop and adhere to all policies as approved by the WASC Board of Directors. 

8. Attend meetings, develop, maintain, and provide timely financial reports and records to the WASC Board of Directors as directed by the President.

9. Open and close, and maintain security of the center or delegate responsibilities.

10. Monitor the maintenance needs of the building/sites.

11. Monitor the daily cleaning needs of the building/sites.

12. Monitor and oversee the solicitation of volunteers for the programs sponsored by the WASC.
13. Complete background checks on all volunteers as required by ODJFS regulations.

14. Coordinate and arrange the day-to-day scheduling of the centers and/or delegate responsibilities.   

15. Participate in the program activities as appropriate.

16. Provide direction to all staff and volunteers.

17. Serve as the day-to-day operational authority for the centers.

18. Participates and provide direction for all committees of West After School Center, Inc.

19. Assume other duties and responsibilities as may be assigned by the Board of Directors.

ANNUAL WORK SCHEDULE:  6 month interim contract January 1, 2010-June 30, 2010
COMPENSATION: negotiable divided over a 12 month period
