STANFIELD ELEMENTARY SCHOOL DISTRICT

POSITION DESCRIPTION

____________________________________________________________________________________

Position Title    
21st Century Coordinator
Department  District Office

Reports To 
Superintendent/Principal
Status
Certified


Board Approval  Existing Position
Contract
11-Month Administrator                              

 Schedule
____________________________________________________________________________________

Position Focus 
Support our District Policy of  “believing human beings are the single most important element in all interactions.”  We must establish priorities that respond to the needs of our students, staff members, and community and serve as the driving force behind all our actions focusing on excellence in everything we do.” Demonstrate sincere concern and dedication to establish and maintain cooperative, positive daily interactions with all staff, students, parents and vendors.  Always foster team environment to accomplish established goals and objectives. Uphold and enforce school rules, administrative regulations and board policy.  

Accountability
Directly accountable for individual roles and responsibilities as assigned by the District Office and contained in this job description. 

Requirements
Current Arizona Teaching Certificate

Current Fingerprint Card


Follow Written and Spoken Directions

Team Player/Leadership Qualities


Handle Multiple Priorities and Tasks

Excellent Oral and Written Skills


Analytical Ability

Excellent Problem Solving 


Good Judgment

High Standards of Professionalism


Four-Year B.A./B.S. Degree from Accredited College or University

General Responsibilities

· Coordinate development, implementation, monitoring and revision of after-school and summer school program. 

· Implement applicable district, agency and grant policies, procedures and regulations applicable to program.

· Hire and supervise certified and classified staff to support program and complete all necessary paperwork as required by state and federal laws. 

Program Planning

· Make certain all academic classes are being taught in accordance to Arizona State Standards. 

· Coordinate bus departures with Transportation Director to ensure all students transportation needs are safely met. 

· Coordinate snack schedule with Food Service Director for duration of program.

· Actively seek and positively promote community involvement and support in program planning to meet needs of children and community.
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Implementation

· Establish and maintain communication with staff as related to student needs and all aspects of after-school program. 
· Accurately maintain records required by state department and meet reporting deadlines.
· Make certain all employees sign in and out on time sheets and forward accurate records to payroll in a timely manner. 
· On a regular basis, meet with business director and grants coordinator to ensure grant funds and expenditures remain within grant guidelines and the budget. 

Maintenance

· Perform periodic program evaluations, analyze and interpret data with teachers and understand the correlation between assessment data and classroom instruction.

· Properly group students in academic classes based on individual needs reevaluating as necessary.

· Work with the school improvement committee to continually offer a wide range of academic and life skills classes beneficial to the community we serve. 

· Provide oral and written reports to the Governing Board, community agencies and the state.
· Collaborate with other grant recipients and community resources to provide value added instruction.  

Special Assignments

· Participate in national and state after-school events and training sessions to improve knowledge and enhance personal and professional growth.

· Complete all special assignments and requests in a timely manner keeping appropriate personnel advised of progress.

This job description is intended as an outline of major requirements and responsibilities and does not preclude assignment of other duties not specifically listed.  This job description may be changed without notice and modified as necessary to meet the requirements of the job. 

Existing Position - 11/08/04, Human Resources
