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St. Josephine Bakhita Parish and School (1566 Ferris Rd)

Overall Responsibility: St. Josephine Bakhita School has an opening available for a Coordinator of the After-School “After Care” program for grades K-8.  Hours are 1:30pm-6pm, 5 days per week only while school is in session.  This is a part-time position; additional hours may be required as needed.  

Reports to: Business Director

Key Requirements for Job: Catholic preferred but not required, bilingual encouraged. 

Major Responsibility Areas: Safety and Security of After Care students, Maintain After Care Billing and Records/Attendance, Planning student activities for the After Care program. 

Area 1: Provide a Safe and Secure Environment
· Maintain security of the facilities to ensure safety of children
· Escort children from School Chapel to aftercare room in the afternoon
· Maintain emergency and parental contact information for each child
· Ensure all children are supervised by a staff member at all times

Area 2: Maintain After Care Billing and Record-keeping 
· Monthly Invoicing for After Care 
· Maintain FACTs and SIS program related to After Care Billing and Attendance

Area 3: Planning student activities for After Care program
· Provide a light snack daily for the children
· Assist children with homework and projects
· Plan age-appropriate activities for the children
· Provide a cheerful, supportive atmosphere


Requirements:
· Ability to use Microsoft 365 – outlook, word, excel, calendar, publisher.
· Compliance with BCI&I background checks and completion of Protecting God's Children program,
· Adherence to Catholic Church Teaching statement,
· Ability to manage multiple tasks and meet project expectations and deadline adherence,
· Ability to self-manage and work in a team environment for the common good,
· Excellent written, verbal communication and presentation skills, 
· Strong supervisory skills,
· Support Parish Mission Statement and Diversity,
· Ability to maintain confidentiality of sensitive information, 
· Ability to maintain high ethical standards in all matters,
· And must be able to work and relate well with other staff and parishioners/school families
· Previous childcare experience preferred
· Works in collaboration with other staff members
· Work calendar follows the School Calendar

image1.png




