
Director of CIRCLE and Summer Program 

Job Description 

  

Program Operations 

●​ Develops the program and staffing model for CIRCLE Space, summer programs, and early 
morning care 

●​ Oversees the daily management and supervision of the CIRCLE and Summer program. 
●​ Oversee the implementation of program schedules, activities, and operational procedures. 
●​ Ensure a safe, welcoming, and inclusive environment for all students. 
●​ Monitor attendance, student sign-in/sign-out procedures, and dismissal protocols. 
●​ Maintains accurate program records and documentation. 

Student Support & Supervision 

●​ Build positive relationships with students and foster a strong sense of community. 
●​ Support student engagement, behavior management, and conflict resolution using restorative and 

developmentally appropriate practices. 
●​ Promotes student independence, leadership, and responsibility. 
●​ Implements social-emotional learning practices aligned with the school's culture and values. 
●​ Responds appropriately to student needs, incidents, and emergencies. 

Staff Leadership & Development 

●​ Supervises, schedules, and supports after-school and summer program staff. 
●​ Provides coaching, guidance, and feedback to program staff. 
●​ Leads onboarding and training of new employees and volunteers. 
●​ Ensures adequate staffing coverage and effective deployment of personnel. 

Family & Community Engagement 

●​ Maintains positive and professional relationships with families. 
●​ Communicates program updates, schedules, and important information to families. 
●​ Addresses parent questions, concerns, and feedback. 
●​ Plans family events, showcases, and community-building activities. 

Enrichment Programming for CIRCLE Space and Summer Program 

●​ Plans and coordinates a variety of enrichment opportunities for both programs including: 
○​ Arts and creative expression 
○​ STEM activities 
○​ Academic support and homework assistance 
○​ Physical activity and recreation 
○​ Leadership and service-learning opportunities 

●​ Collaborate with school staff and community partners to enhance programming. 
●​ Monitor program quality and student participation. 

Administrative Responsibilities 

●​ Manages student registration and enrollment for the CIRCLE Space and Summer program. 



●​ Maintain attendance, billing, and program participation records  
●​ Conducts budget tracking, supply inventory, and purchasing requests. 
●​ Prepares reports and data related to enrollment, attendance, and program effectiveness. 
●​ Makes annual reports to the LCCS Board of Trustees 

 
Due to the supervisory nature of this program, it is not an association position. This position reports 
directly to the Head of School. 
 
Salary $60-70,000 based on experience and qualifications 
 


