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West After School Center, Inc.

620 Garfield Avenue

Lancaster, OH  43130

JOB DESCRIPTION

TITLE:     
Latchkey Program Administrator, West After School Center

QUALIFICATIONS:

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

2. Successful completion of all required background checks

3. Experience working with people, especially volunteers

4. Ability to operate a computer, Office 2000

5. Approval of bonding 

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

7. Alternatives to the above qualifications as may be acceptable by licensing agencies and the WASC Board may find appropriate and acceptable.

REPORTS:
Executive Director, West After School Center
SUPERVISES:  Staff employed and students enrolled in the West After School Center Before and After School Latchkey Program
JOB GOAL:  To coordinate the day-to-day operation of the latchkey program and to serve as the on-site administrator in collaboration with the Executive Director and Board of Directors.
PERFORMANCE RESPONSIBILITIES:

1. Open and close, and maintain security of the center for the latchkey program and related activities.

2. Interview, recommend hiring to the Executive Director and Board, and supervise staff for the latchkey program sponsored by the West After School Center.

3. Complete background checks and maintain current files on all latchkey staff.

4. Coordinate and arrange the day-to-day schedules of students and staff involved in the program/s.  (such as providing snacks, set-up and tear down, daily schedule and activities, preparation of materials, etc.)

5. Manage process of parent interview and student enrollment lists using computer, prepare address books, mailings, and other clerical/office tasks as required.

6. Assist with the preparation of individualized work folders and assignments for student participants in close collaboration with West School teachers.

7. Participate in the program activities as appropriate.

8. Monitor the maintenance needs of the building.

9. Monitor the daily cleaning needs of the building.

10. Provide direction to volunteers.

11. Serve as the day-to-day operational authority for the Latchkey Program.

12. Develop, maintain, and provide timely financial reports and records to the Executive Director and Board of Directors as requested.

13. Attend Board of Directors meetings as requested.

14. Work in collaboration with WASC staff, WASC Social Worker, and representatives of community agencies for the betterment of the quality of life of clients and continuous improvement of programs of the West After School Center.
15. Work cooperatively and in collaboration with the Principal, staff, parents, and students of West Elementary School.

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

17. Assume other duties and responsibilities as may be assigned by the Executive Director of the Board of Directors.

ANNUAL WORK SCHEDULE:  Monday-Friday, weekly according to latchkey program schedule.  Approximately 4 hours daily as scheduled n collaboration with the Executive Director.  The WASC will be closed on Legal Holidays.

COMPENSATION:      up to $25,000 (based on ability to administer profit of the program).  No benefits are offered.  Deductions will be withheld for Social Security, local, state, and federal taxes.

