GATEWAY UNIFIED SCHOOL DISTRICT

JOB DESCRIPTION: District Extended Learning Program Assistant
Range 1

DEFINITION

Under the direction of the District Extended Learning Coordinator, the Extended Learning Program
Assistant will assist with the operation and management of grant awards for the Expanded Learning
Opportunities Program (ELO-P) and After School Education and Safety (ASES). The Program Assistant
will work with the Coordinator to provide employee training at various school sites, and will provide
guidance and assistance to classified staff working in the ELOP & SAILS(ASES) after school program
(regular school year and summer school), weeklong intercession programs, including but not limited to
Winter Break, President's week and Spring Break. They will assist with the planning and implementation
of the district operated Expanded Learning Programs and S.A.LL.S.

DISTINGUISHING CHARACTERISTICS

This position provides leadership, expertise and direction at the school site level for the full
implementation of Extended Learning Programs including the general coordination of classified staff and
instructional support of children participating in the S.A.ILL.S. after school program.

ESSENTIAL FUNCTIONS

s Assists in the coordination and planning of activities related to extended learning programs, including
but not limited to providing students a variety of learning options.

» Process and manage purchase orders, ensuring alignment with budgetary guidelines, vendor compliance,
and accurate financial reporting.

« Collaborates with District directors, site administrators and Extended Learning Coordinator to design,
implement, promote and supervise student achievement and enrichment activities for all extended
learning programs to include ELO-P and ASES.

« Manages purchasing process, generates purchase orders and supports program budget planning.

« Participates in the development of goals and objectives for assigned Extended Learning Programs (e.g.
S.A.LL.S. after school program, intercession programs, etc.) in support of educating students at a high
level to achieve their personal best.

« Assists Expanded Learning Coordinator in monitoring school sites to ensure program components,
enrichment activities, and documents meet compliance with state and federal grant requirements.

« Assists Expanded Learning Coordinator with coordination of all Extended Learning Programs to include
ELO-P and ASES, and all S.A.LL.S. after school program personnel.

« Provides professional development for program staff, provides onsite coaching support and parent
education to improve program quality in collaboration with the Extended Learning Coordinator.

» Coordinates community partnerships; work with businesses and school sites to develop and maintain
strong business and community partnerships.

* Assists the Expanded Learning Coordinator with ensuring all community-based organizations meet all
contractual and District policy requirements.

« Assists Expanded Learning Coordinator, site administration, teachers, industry representatives in
reviewing, improving, and assessing programs to meet the needs of students and families.

«Works collaboratively with Expanded Learning Coordinator, site administration and certificated staff to
design/select curriculum and instructional materials.

« Writes or assists in writing grants, pilot programs, and applications for funding of assigned programs to
obtain sufficient funding to support student achievement.

« Fills in for the Extended Learning Coordinator during times of absence.
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« Performs other related duties as assigned.

REQUIREMENTS
1. Must meet the requirements of No Child Left Behind.
2. California Driver License (DMV record required).

QUALIFICATIONS

Knowledge of:

*Budget preparation and control;

«Principles and practices of management;

» Legal mandates, regulations and guidelines pertaining to the program;
« Interpersonal skills using tact, patience, and courtesy;

+Grant management responsibilities in an educational setting;
«Academic and social needs of at-risk students.

Ability to:

« Communicate effectively in oral and written forms;

» Plan and organize work to meet schedules and timelines;

* Understand and carry out oral and written instructions;

e Learn program rules, methods and processes;

*Guide and train classified staff;

« Establish and maintain harmonious relationships with staff, students, parents and collaborative agencies.

EXPERIENCE AND EDUCATION

» Experience: Three to five years' of practical experience in a position which demonstrates the

required knowledge, skills, and abilities with an understanding of Extended Learning Programs.

» Education: Associate of Arts degree preferred.

A combination of experience and training that would likely provide the required knowledge and skills is

qualifying.

PHYSICAL DEMANDS

The physical requirements indicated below are examples of the physical aspects that this position
classification must perform in carrying out essential job functions.

» Persons performing services in this position will exert 10 to 20 pounds of force frequently to
lift, carry, push, pull, or otherwise move objects.

« This type of work involves sitting most of time, but will involve walking or standing for
extended periods.

« Perceiving the nature of sound, near and far vision, depth perception, providing oral
information, the manual dexterity to operate business related equipment, and handle and work
with various materials and objects are important aspects of this job.

Reasonable accommodation may be made to enable a person with a disability to perform the essential
functions of the job.
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