CLASSIFIED

Work' Roseland Charter School Responsible Superintendent or designee

Location To

Work 11 months Hours Up to full-time

Year
Appropriate step and On a pro-rata basis for FTE of 50% or

Salary range on the CSEA Salary Benefits more; FTE of 75% or more eligible for
Schedule full-time benefits

SUMMARY::

Under the direct supervision of the Superintendent or designee, the Community After School
Enrichment Coordinator will provide support to school sites in the coordination of sports,
enrichment, and extracurricular activities and programs before and after-school.

DUTIES AND RESPONSIBILITIES:
Duties and responsibilities may include, but are not limited to, the following:

o Establish a safe and nurturing learning environment for students where background
knowledge, language and culture is valued

o Oversee Athletic Director activities for quality and compliance, including COVID-19
testing, health and safety protocols and sports packet completion

e Assist Human Resources Department with onboarding requirements for coaches, such as
scheduling and maintaining record of required trainings

o Stay current with updated CIF regulations

e Assist Human Resources Department in maintaining records of Fingerprinting and TB
verification letters related to sports and enrichment programs

e As assigned, serve on district and school committees pertaining to after-school
programming

o Manage and maintain documentation of student and staff paperwork as well as
scheduling

« Monitor student academics, attendance, and identify students that may be at-risk

o Collaborate with school staff to identify and address any academic or social-emotional
needs of students

o Oversee equipment and facilities management

o Coordinate transportation in collaboration with Athletic Directors and coaches

o Ensure compliance with safety and regulatory requirements

e Mentor and advocate for students

« Maintain consistent communication with school staff, coaches, volunteers, and site
supervisors to receive/provide information, discuss issues, explain or interpret
guidelines/instructions and implementation of after school sports and enrichment
programs.

e Maintain contact as needed with the school’s designated staff, students' parents and
others to assist in planning program goals and resolving challenges.



o Perform related duties as assigned by principal or designee
EMPLOYMENT STANDARDS:
EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS:

e Minimum: High school diploma or equivalent

o Desirable: College degree

o Desirable: Experience in the related coordinating of sports in a school-level setting:
elementary, middle, or high school

o Desirable: Bilingual English/Spanish

LICENSES AND OTHER REQUIREMENTS:

« Fingerprint and TB clearance
o Mandated coach trainings and certifications
e Valid CA Driver’s License (Driving is an essential function of job).

PHYSICAL DEMANDS AND WORKING CONDITIONS:
The physical requirements indicated below are examples of the physical aspects that this
position classification must perform in carrying out essential job functions. Reasonable

accommodations may be made to enable individuals with disabilities to perform the essential

functions.

« Sitting or standing for extended periods of time when performing duties inside or outside

the work office may be required.
o Lifting and/or moving up to thirty (30) pounds when setting up for various events.
e Subject to walking, bending, reaching and twisting.

« Hearing and speaking to exchange information in person, on the telephone and/or virtual
meeting platforms such as zoom or google meets and to make presentations; seeing to
conduct inspections, read, prepare and proofread documents; manual dexterity to operate

business related equipment, handle and work with various materials and objects are
important aspects of this job.
e Frequent use of computer, mouse and keyboard.

e The job is usually performed under minimal temperature variations, and is generally a
hazard free environment in a clean atmosphere. The noise level in the work environment

is usually moderate.

o Travel to the district’s school sites, meetings, training venues and sport events is essential

to perform the duties of this particular position.
« This position may require work to be performed during non-standard hours such as
evening and weekend hours
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