After-School Enrichment Program (AEP)/Admissions

Assistant Director/Programs Assistant

Description:

Assists AEP director with the after-school and enrichment programs for approximately 45-60 students at a small independent school, grades K-8.  As well as assist the admissions director.

Schedule:

Late August-Mid June, 12-6pm, M-F (flexible/subject to change) 

*Must be able to commit to working flexible hours during childcare and camp days

Compensation:

DOE, no benefits but competitive wages
Responsibilities:

Assist the AEP director in billing and time clock keeping of the after-school program.  Conduct registration of enrichment classes and childcare.  Collaborate with the director on expanding the program.  Prepare snack for all groups.  Lead an after-school group, including checking kids in and out, directing kids to enrichment classes, planning and conducting indoor and outdoor activities, games and projects encompassing the arts, science and recreation, helping with homework, and dealing with students and parents appropriately.  Close the after-school program daily.  Lead childcare and camp days.  Organize inventory of all AEP supplies.  The AEP director may assign additional duties.  Report to the AEP director.  Assist the admissions director in administrative projects when needed.

Requirements:

1 yr. Experience with diverse children in a group setting

Self-motivated, organized and ability to multi-task with attention to detail

Completed college credits in education or childhood development

Must complete a background check

Preferred:

After-school and administrative experience

Bachelor’s degree in education or related field

Experience with billing

We strongly encourage persons of color and LGBT candidate to apply.

Please mail, email or fax resume and cover letter to:

Raymi Orozco

AEP Director

Presidio Hill School

3839 Washington Street

San Francisco, CA 94118

