21st Century Site Coordinator 

Qualifications

· Must possess knowledge of the 21st CCLC model for program planning, implementation/direction of a successful extended day program and evaluation processes required for State and Federal
· Must possess knowledge and understanding of the developmental phases of the students attending the program site
· Must further possess good written, oral and organizational skills for effective relationships with school personnel and administration, parents of 21st CCLC programming, day-to-day students for positive interactions and all requirements for State and Federal assessment components asked upon by Project Director
· [bookmark: _GoBack]Knowledge of Microsoft Office programs including Word, Excel, Access, PowerPoint and comparable Office Goggle Apps
· Ability to lift and carry up to 20 lbs
· Ability to push/pull up to 10 lbs
· Ability to communicate to students, parents and staff in an acceptable/courteous manner
· Enforce ROE regulations and policies in a professional manner
· Ability to maintain good working relationships








Responsibilities

· This position is responsible for supervision and day-to-day programming implementation for operations of all 21st CCLC activities and members assigned or established with prior hiring requirements to provide services for the enrolled students and their families of the East St. Louis Senior High School 21st CCLC
· Program on the East St. Louis Senior High School campus or other designated locations pre-approved for specific program instruction or field trip education
· Comprehends the requirements of the 21st CCLC Program model to provide a successful program designed to meet the requirements of the State and Federal program design and assurances set with the St. Clair County Regional Office of Education #50 Auditors
· Works closely with the Project Director and Grant Assistant to plan and implement daily 21st CCLC program components to provide foremost a safe, healthy, and nurturing environment for all participants and staff to clarify internal policies and procedures
· Develops, implements and shares all required documentation for recruitment, retention, safety plans and procedures with staff, students and family plans with the Project Director
· Manages effective arrival and dismissal procedures for safe travel home from 21st CCLC programming and monthly transportation documentation for the ROE #50 Auditors
· Establishes, maintains and communicates code of conduct to participants, staff and their families and applies rewards and consequences for participant behavior appropriately and consistently
· Trains all staff and school personnel to establish clear 30-day attendance and participation expectations, policies and procedures of the ROE #50 and other staff development needs as they may arise for student and family engagement for life-long learning
· Provides an orderly and consistent system for the collection and monitoring of participant attendance data and all other required documents where applicable
· Complete all enrollment/registration documentation for all program participants and maintains files for program data collection, medical records or special needs/IEP information
· Possess a clear and defined method of communication between internal staff, school personnel, parent and community-based organizations for documentation of each contact that nurtures and maintains positive relationships and interactions
· Shares information with the school regular-day classroom teachers for two-way communication of progress monitoring and evaluation of program participants
· School leadership team involvement furthers this process to ensure progress with student issues and family awareness to work towards changes in scores and academic performance
· Guides day-to-day 21st CCLC staff for individual student instruction to obtain specific educational goals and social-emotional progress
· Fully comprehends the demand of budget reviews and expenditures and the requirement of pre-approval for State and Federal financial audit requirements and works with the Project
· Director for timely requests and receipts for the Purchase Ordering process that meets the guidelines of the 21st CCLC funding requirements and assurances
· Maintains a centralized database that is maintained on a regular basis for student tracking with grade information, teacher notes, behavior information, progress reports and special needs
· Submits all required reports in a timely manner for all requirements of program monitoring and grants management
· Ensures that supplies are organized, inventoried, pre-planned for the appropriateness of the activity, and accessible to the participant and other staff members as needed or requested in a timely fashion to meet the day-to-day programming needs
· Develops, implements, reviews and updates plans for family involvement of the 21st CCLC participants
· These plans are kept on file and are reported and reviewed monthly for family progress to the Project Director
· Recruits volunteers to work with 21st CCLC program components to work towards sustainability within the school for funding assistance and for new programming that can continue on after funding cycles end
· Ensures that all 21st CCLC staff has competencies in core academic areas with specific focus to math and literacy for measurable student growth
· Provides ongoing staff development in order to engage and retain staff to maintain a professional needs assessment to work towards goal achievement, student progress and state mandates
· Conducts regular staff meetings
· Items: Student planning, review, evaluation, sustainability, audit-offering a non-conclusive listing
· Establishes a strong link to the school day and provides documentation for support and daily staff guidance for performance measures and outcome data
· Engages all families in decision-making and planning in program events and provides documentation of all contacts, invitations and pre-/post- surveys
· Build relationships within the school communities to expand and enhance program offerings
· Will work to support district plans for support and collaboration among district staff members and administrators to assist students enrolled in the sequential alignment of rigorous course offerings across grade levels, culminating in AP® studies to increase college and career readiness skills and scores
· Will be an active member of the East St. Louis Senior High School, School Improvement Management Team and be aware of all of the school policies and procedures
· Performs all duties as the Parent Liaison between the 21st CCLC Program, East St. Louis Senior High School, and the St. Clair County Regional Office of Education #50 to meet the State and Federal Requirements
· May be required to perform other tasks as assigned by the ROE #50 Regional Superintendent, the East St. Louis Senior High School, School Principal or the Project Director
· The schedule is subject to change with awareness of daily attendance for staffing and programming needs









Full description

East St. Louis Senior High School 
Position Title:  21st Century Site Coordinator 
Department:  21st CCLC Funding 
Reports to:  Program Director Dr. Lawrence Tourijigian 
Date: 8-17-2022

SUMMARY
This position is responsible for supervision and day-to-day programming implementation for operations of all 21st CCLC activities and members assigned or established with prior hiring requirements to provide services for the enrolled students and their families of the East St. Louis Senior High School 21st CCLC Program on the East St. Louis Senior High School campus or other designated locations pre-approved for specific program instruction or field trip education.

DUTIES 
1. Comprehends the requirements of the 21st CCLC Program model to provide a successful program designed to meet the requirements of the State and Federal program design and assurances set with the Regional Superintendent for the Regional Office #50. 
2. Works closely with the Project Director to plan and implement daily 21st CCLC program components to provide foremost a safe, healthy, and nurturing environment for all participants and staff to clarify internal policies and procedures. 
3. Develops, implements and shares all required documentation for recruitment, retention, safety plans and procedures with staff, students and family plans with the Project Director. 
4. Manages effective arrival and dismissal procedures for safe travel home from 21st CCLC programming and monthly transportation documentation for the ROE #50 Auditors. 
5. Establishes, maintains and communicates code of conduct to participants, staff and their families and applies rewards and consequences for participant behavior appropriately and consistently.
 6. Trains all staff and school personnel to establish clear 30-day attendance and participation expectations, policies and procedures of the ROE #50 and other staff development needs as they may arise for student and family engagement for life-long learning. 
7. Provides an orderly and consistent system for the collection and monitoring of participant attendance data and all other required documents where applicable. 
8. Complete all enrollment/registration documentation for all program participants and maintains files for program data collection, medical records or special needs/IEP information.
 9. Possess a clear and defined method of communication between internal staff, school personnel, parent and community-based organizations for documentation of each contact that nurtures and maintains positive relationships and interactions. 
10. Shares information with the school regular-day classroom teachers for two-way communication of progress monitoring and evaluation of program participants. School leadership team involvement furthers this process to ensure progress with student issues and family awareness to work towards changes in scores and academic performance. 
11. Guides day-to-day 21st CCLC staff for individual student instruction to obtain specific educational goals and social-emotional progress. 
12. Fully comprehends the demand of budget reviews and expenditures and the requirement of pre-approval for State and Federal financial audit requirements and works with the Project Director for timely requests and receipts for the Purchase Ordering process that meets the guidelines of the 21st CCLC funding requirements and assurances. 
13. Maintains a centralized database that is maintained on a regular basis for student tracking with grade information, teacher notes, behavior information, progress reports and special needs. 
14. Submits all required reports in a timely manner for all requirements of program monitoring and grants management. 
15. Ensures that supplies are organized, inventoried, pre-planned for the appropriateness of the activity, and accessible to the participant and other staff members as needed or requested in a timely fashion to meet the day-to-day programming needs.
 16. Develops, implements, reviews and updates plans for family involvement of the 21st CCLC participants. These plans are kept on file and are reported and reviewed monthly for family progress to the Project Director. 
17. Recruits volunteers to work with 21st CCLC program components to work towards sustainability within the school for funding assistance and for new programming that can continue on after funding cycles end. 
18. Ensures that all 21st CCLC staff has competencies in core academic areas with specific focus to math and literacy for measurable student growth. 
19. Provides ongoing staff development in order to engage and retain staff to maintain a professional needs assessment to work towards goal achievement, student progress and state mandates. 
20. Conducts regular staff meetings. Items: Student planning, review, evaluation, sustainability, audit-offering a non-conclusive listing.
21. Addresses the language and cultural needs of the 21st CCLC participants. 
22. Establishes a strong link to the school day and provides documentation for support and daily staff guidance for performance measures and outcome data. 
23. Engages all families in decision-making and planning in program events and provides documentation of all contacts, invitations and pre-/post- surveys. 
24. Provides opportunities for literacy and related educational experiences for the families of the participants in the 21st CCLC Program. 
25. Build relationships within the school communities to expand and enhance program offerings.
 26. Will work to support district plans for support and collaboration among district staff members and administrators to assist students enrolled in the sequential alignment of rigorous course offerings across grade levels, culminating in AP® studies to increase college and career readiness skills and scores. 
27. Will be an active member of the East St. Louis Senior High School, School Improvement Management Team and be aware of all of the school policies and procedures. 
28. Performs all duties as the Parent Liaison between the 21st CCLC Program, East St. Louis Senior High School, and the Regional Office of Education #50 to meet the State and Federal Requirements.
 29. May be required to perform other tasks as assigned by the ROE #50 Regional Superintendent, the East St. Louis Senior High School, School Principal or the Project Director.



QUALIFICATIONS 
1. Some College Degree and/or Past Experiences with 21st CCLC Programming Preferred. 
2. Must possess knowledge of the 21st CCLC model for program planning, implementation/direction of a successful extended day program and evaluation processes required for State and Federal requirements. 
3. Must possess knowledge and understanding of the developmental phases of the students attending the program site. 
4. Must further possess good written, oral and organizational skills for effective relationships with school personnel and administration, parents of 21st CCLC programming, day-to-day students for positive interactions and all requirements for State and Federal assessment components asked upon by Project Director. 
5. Knowledge of Microsoft Office programs including Word, Excel, Access, PowerPoint, and comparable Office Goggle apps. 
 6. Ability to lift and carry up to 20 lbs. 
7. Ability to push/pull up to 10 lbs. 
8. Ability to communicate to students, parents and staff in an acceptable/courteous manner.
 9. Enforce ROE regulations and policies in a professional manner. 
10. Ability to maintain good working relationships. 
SCHEDULING The work hours for this position are Monday through Thursday as assigned by the needs of the East St. Louis Senior High School Program for quality delivery of services to the Families and their Students of East St. Louis Senior High School. The schedule is subject to change with awareness of daily attendance for staffing and programming needs. As an East St. Louis Senior High School, consideration of the East St. Louis Senior High School Calendar is consideration for out-of-school quality programming best to meet the needs of the students and their family members. 
Job Type: Part-Time
Pay: $35 per hour
Schedule: 12 hours per week  
Work Location: East St. Louis Senior High School 









