POSITION DESCRIPTION
WILLMAR PUBLIC SCHOOLS

SECTION I:  GENERAL INFORMATION

	Position Title:
Cardinal Place Coordinator
	 Department:
[bookmark: _GoBack] Community Education

	Immediate Supervisor’s Position Title:
Director of Community Education
	FLSA Status: 
Non-Exempt

	Job Summary:
Responsible for planning, implementing, and maintaining the Cardinal Place before and after school child care program and full time summer program for school-aged students and their parents.




SECTION II:  ESSENTIAL DUTIES AND RESPONSIBILITIES

	· Plan program activities to include:  arts/crafts, snacks, large motor activities, quiet time and special activities such as computer lab use, field trips, etc.
· Recruit, interview, and recommend for hire the staff as needed for successful operation of the program.
· Direct and supervise the schedule and duties of Site Supervisors.
· Supervise staff and perform evaluations.
· Procure all needed supplies and equipment for successful operation of the program.
· Coordinate youth and adult volunteers for the successful operation of the program.
· Coordinate building and grounds use with district office staff in charge of scheduling district spaces.
· Plan and implement educational/personal growth activities for student participants.
· Coordinate and provide transportation of children to other WCER activities using school vehicles during the summer months.
· Work with Superintendent, community education director and/or coordinator and business manager in establishing revenue and expenditure budgets for each school year and the summer programs.
· Monitor budgets to assure not over expending and assuring the successful operation of the program.
· Monitor daily logs of student participation and give to Billing Clerk to collect all fees for services.
· Maintain regular contact with Billing Clerk.
· Seek and write grants for the successful operation of the program.
· Purchase supplies necessary for program implementation (including snacks, usable materials and supplies, etc.)
· Develop and initiate program advertising and communications with potential users of the program.
· Prepare reports for the superintendent, community education director/coordinator, community education advisory council, and the district school board.
· Prepare reports required by granting agencies, Minnesota Department of Education and/or department of human services.
· Develop and maintain a clear and concise record keeping system.
· Prepare and publish news articles in support of the program.
· Create and maintain WCER website, including reply to all emails that are sent via the website and contacting other coordination staff regularly for website updates.
· Participate in requested WCER activities (i.e. Medallion Hunt, Passport to Recreation, Willmar Fests, etc.)





SECTION III:  WORK REQUIREMENTS AND CHARACTERISTICS

	
EDUCATION/KNOWLEDGE REQUIREMENT:  Minimum education required to perform adequately in position could reasonably be attained only by completing the following:

	
REQUIRED EDUCATION/TRAINING
 (choose one)
	
DEGREE INFORMATION:    
Type of degree: (B.S., M.A., etc.)
Associate degree in human relations or recreation.

	

	
less than high school diploma
	

	

	
High school diploma or GED.
	
Major field of study or degree emphasis:  
Human relations or recreation or previous work experience related to operation of a child care business.

	

	
1 year college
	
x
	
2 years college
	

	

	
3 years college
	

	
4 years college
	

	

	
1st year graduate level
	
Essential knowledge and specialized subject knowledge required to perform the essential functions of the job:
Preferred experience operating a child care center or other similar business.

	

	
2nd year graduate level     
	

	

	
Doctorate level
	




	
Required Work Experience in Addition to Formal Education/Training:


	

	
LICENSE/
CERTIFICATION
	
Identify licenses/certification required upon hiring:  




	
ESSENTIAL SKILLS REQUIRED TO PERFORM THE WORK  

	
Skilled in:
· Ability to constantly make decisions and act within the district and building policies, procedures and guidelines.
· Conflict resolution.
· Ability to work independently.
· Ability to organize and prioritize tasks.
· Ability to handle multiple tasks at once while dealing with frequent interruptions.
· Ability to organize, plan and implement child care programs and activities.



	
RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING POSITIONS 


	
	
Titles of Positions Directly Supervised
	
# of Employees

	
	

	
20-40

	
TOTAL
	




	
INDIRECT SUPERVISION:

	
Number of employees indirectly supervised:
  
	
Total: 






	HAZARDOUS WORKING 
CONDITIONS:  The essential duties of the work are performed under various physical hazards or environmental conditions noted
	Unusual or hazardous working conditions related to performance of duties:





	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Employee is required to:
	
Never
	
1-33%
Occasionally
	
34-66%
Frequently
	
66-100%
Continuously

	
Stand
	

	

	
x
	


	
Walk
	

	

	
x
	


	
Sit
	

	

	
x
	


	
Use hands dexterously (use fingers to handle, feel)
	

	

	
x
	


	
Reach with hands and arms
	

	

	
x
	


	
Climb or balance
	

	

	
x
	


	
Stoop/kneel/crouch or crawl
	

	

	
x
	


	
Talk or hear
	

	

	
x
	


	
Taste or smell
	

	
x
	

	


	
Physical (Lift & carry):                                               up to 10 pounds
	

	
x
	

	


	
up to 25 pounds
	

	
x
	

	


	
up to 50 pounds
	
	x
	

	


	
up to 75 pounds
	x
	

	

	


	
up to 100 pounds
	x
	

	

	


	
more than 100 pounds
	x
	

	

	




	
	PHYSICAL JOB REQUIREMENTS: Indicate according to essential duties/responsibilities

	
Physical requirements associated with the position can be best summarized as follows:

Light Work: 
· Occasional lifting up to 50 pounds.
· Sit, stand, bend, stoop, squat, walk, and run as needed to supervise student activities.
· Ability to sit for extended periods of time to enter data, calculate budgets, and do various reports.






SECTION IV:  CLASSIFICATION HISTORY AND APPROVAL

	
This Position Description reflects an accurate and complete description of the duties and responsibilities assigned to the position.

__________________________________________________		____________________
Department Head’s Signature								                              		Date


Classification History:

Description Created June 2010

Band/Grade:  D-6-1  (updated January 2015)


  Date Board Adopted:__________________
	



This description describes the general nature and work expected of an individual assigned to this position. Employees may be required to perform other job-related duties as requested by their supervisor. All requirements are subject to possible modification to reasonably accommodate individuals with a disability.

