Bell Central School Center 21st CCLC  Program Assistant

Bell County School District

Qualifications of the 21st CCLC Program Assistant

· High School Diploma or GED 

· Knowledge of 21st CCLC program

· High level of management skills

· Enthusiasm generated in regard to the goals of the 21st CCLC 

Duties of the 21st CCLC Program Assistant

· Assist the project director with clerical work and documentation of program activities and required reporting. 

· Assist with the coordination of volunteer program 

· Assist in planning and development of program activities

· Attend all required trainings

· Assist in the supervision of program activities

· Facilitate positive public relations and community relations

· Assist the program director to meet the goals of the 21st CCLC Program

Program Assistant will also be;

· Trainable and willing to learn new skills

· Familiar with the school process

· Exhibit a high level commitment to the program and student and family unit

· Be able to provide a “friendly” atmosphere

· Able to coordinate and organize large scale activities

· Proven capacity for building strong personal relationships.

· Maintain a flexible schedule 

