GRAND PRAIRIE ISD                                                  BTB-Site Supervisor (Page 1 of 1)	

Job Title: Site Supervisor									Wage/Hour Status: Nonexempt

[bookmark: _GoBack]Reports To: Youth Programs Facilitator					Pay Grade: BTB/Hourly

Dept./School: Assigned Campus							Date Revised: 08/08/2017

Funding Source: Local

The following statements describe the general purpose and responsibilities assigned to this job and are not an exhaustive list of all responsibilities and duties that may be assigned or skills that may be required.

Primary Purpose
Facilitate the efficient operation of the assigned Beyond the Bell administrative office.

Qualifications

Education/Certification
High school diploma or Equivalent 
Must be able to meet Texas Dept. of Family & Protective Services (DFPS) Director Qualifications 
Associates Degree or Child Development Associate (CDA) preferred

Special Knowledge/Skills
Create and maintain a welcoming, service-oriented environment toward all internal and external customers 
Effective organizational, communication, and interpersonal skills 
Ability to work well with children 
Patient and calm demeanor with children and others 
Proficient skills in typing, word processing, and file maintenance


Experience
Two (2) years experience in education, youth program, or child care field

Such alternatives to the above qualifications as the administration may find appropriate and acceptable
















Name: ___________________________		Appraiser: _____________________________

On the following pages, you will find the evaluation rubric that supports the position.  An annual review of the duties assigned will be measured using the rubric and the explanation scales provided below.

Explanation of Scale

4 		Exceeds Expectations (3.5 – 4.0)

3		Demonstrates Proficiency (2.5 – 3.49)		

2		Below Expectations (1.5 – 2.49)		

1		Unsatisfactory Performance (1.0 – 1.49)

Major Responsibilities and Duties

_____1.	Greet and assist parents, teachers, and students and direct them to appropriate personnel. 

_____2.	Maintain accurate administrative records and prepare required reports including CCA and other related programs. 

_____3.	Perform general clerical duties for assigned Beyond the Bell site. 

_____4.	Enroll children into the site and provide parent orientation. 

_____5.	Supervise the formation of lesson plans to ensure an effective classroom environment and developmentally appropriate curriculum. 

_____6.	Accurately maintain and update files, manuals, handbooks, and logs as assigned.  Assist in ordering, storing, and distributing supplies and equipment and the management of fixed assets of the campus/department. 

_____7.	Assist in the preparation and documentation of ceremonies and emergency drills as needed. Schedule meetings and appointments and maintain calendar of events. 

_____8.	Monitor personnel time records and other campus and department records.  

_____9.	Maintain an accurate knowledge base and comply with state, district, and school policies and regulations concerning primary job functions. 

_____10.	Coordinate events with the campus principal. 

_____11.	Present to parents/public a professional appearance and demeanor. 

_____12.	Work well with people/children of diverse backgrounds. 

_____13.	Provide leadership for Beyond the Bell staff in developmentally appropriate practices.
 
_____14.	Provide feedback to Youth Programs Facilitator on a daily basis.
 
_____15.	Assure that daily feedback is provided to all parents regarding child progress. 

_____16.	Maintain a safe enriching and inviting atmosphere for all children. 

_____17.	Maintain student/caregiver ratios at all times. 

_____18.	Provide supervision of substitute teachers. 

_____19.	Report all incidents/accidents to Coordinator of Youth Programs in a timely fashion. 

_____20.	Maintain overall high-quality by meeting and complying with GPISD guidelines for afterschool programs.

_____21.	Maintain daily, on-site responsibility for the operation of the Beyond the Bell site. 

_____22.	Maintain supervision of all employees at the Beyond the Bell site.

_____23.	Maintain ethical standards and practices.

_____24.	Assure all Beyond the Bell employees have assignments that match their skills, abilities, and training. 

_____25.	Conduct evaluations of employees as required. 

_____26.	Prepare documentation necessary for employees in need of improvement. 

_____27.	Attend professional growth activities to keep abreast of current afterschool services and best practices. 

_____28.	Communicate effectively with all levels of district employees, outside agencies, and the general public. 

_____29.	Know best practices for children served in the program

_____30.	Plan and implement activities to meet the physical, emotional, intellectual, and social needs of the children in the program. 

_____31.	Ensure equipment and facility are clean, well maintained, and present a safe environment at all times.



_____32.	Plan the daily routine and lesson plans for all age levels at the site and make sure they are age appropriate for each classroom. 

Other
	
_____ 33. Perform such other duties and assume such other responsibilities as may, from time to time, be assigned.

_____ 34. Has demonstrated the district’s established quality customer service standards.


_______ Total/34    _______

Comments:






Supervisory Responsibilities
After School Staff.

Equipment Used
Copier, personal computer, and audiovisual equipment.

Working Conditions
Mental Demands/Physical Demands/Environmental Factors:
Maintain emotional control under stress.  Moderate standing, stooping, bending, and lifting.

















SUMMATION









Date of Conference: ___________________________

Employee’s Signature: ____________________________

Appraiser’s Signature: _____________________________ 
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