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POSITION TITLE:
AARP Foundation Experience Corps Afterschool Coordinator

PROGRAM:

Senior Programs Department
REPORTS TO:
AARP Foundation Experience Corps Program Manager
LOCATION: 

Carver Senior Center and Afterschool Placement Sites
STATUS:

Non-Exempt, Part-Time

Start Date:

 Fall and Spring Semesters, 2019-2020 school year
SUMMARY:
The EC Afterschool Coordinator will be responsible for supporting Experience Corps and its volunteers in afterschool setting this fall and spring semesters, 2019-2020 school year
HOURS:  
20 hours per week for duties listed below.  
SALARY:
$15/hour
ESSENTIAL DUTIES AND RESPONSIBILITIES  Other duties may be assigned. 
1. Assist the Program Manager with implementation and management of the AARP Foundation Experience Corps Evansville Program and tutor volunteer members in afterschool setting this fall and spring semesters, 2019-2020 school year 
2. Become knowledgeable in program alignment with Experience Corps Tutoring Session & Reading A-Z materials 
3. Help organize, prepare and maintain Reading A-Z resources for participating afterschool sites

4. Support training for afterschool program tutor volunteers to tutor literacy using Reading A-Z and all other Pre-Service and In-Service Trainings 
5. Work with afterschool staff to 

· Assist with designating students needing tutoring

· Inform parents about tutoring and maintain parent contact while building relationships
· Secure parent permission for tutoring & teacher communication

· Create tutoring schedules with students assigned to EC volunteers for weekly tutoring
· Assist with designating tutoring locations/rooms

· Assess Afterschool’s satisfaction by completing Program Evaluation 
6. Communicate with teachers for data; input pre- and post-tutoring form completion, and information about students’ literacy skills and social and emotional, academic engagement challenges.
7. Coordinate student transitions to and from tutoring
8. Attend afterschool program sites daily to observe tutoring, provide support and supervision to volunteers
9. Monitor and conduct tutor session observations, and provide feedback on MOY and EOY Tutor Progress Reviews
10. Schedule and facilitate two tutor team meetings for peer learning, supervision and sharing information

11. Serve as liaison between volunteers and afterschool personnel to facilitate communication

12. Assist in gathering required reports from volunteers and school personnel 

13. Coordinate with Program Manager to develop and implement program policies 

14. Assist and support Assistant Program Manager with planning and implementing afterschool volunteer recruitment

NON-ESSENTIAL DUTIES AND RESPONSIBILITIES:  
1. Assist with recognition events

2. Participate in Agency, AARP Foundation, program and other related meetings & trainings 

QUALIFICATIONS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Other than completion of non-essential duties, the job functions may be completed with or without accommodations.
EDUCATION and/or EXPERIENCE 

Bachelor's degree preferred or 3 years equivalent combination of education and related experience in providing student related services in a school setting/community organization is required. Teaching/tutoring experience and experience with volunteers are helpful. 

LANGUAGE SKILLS 

Able to read and write English. Able to provide tutoring instructions simply and clearly. Skilled at assertive communication and meeting facilitation. Able to prepare simple reports. Able to effectively present information and respond to questions from groups or individuals.

SCOPE OF RESPONSIBILITY  

Assure adequate support, supervision and communication to volunteers at afterschool sites. 

Assure that Reading A-Z curriculum is implemented with fidelity to the benefit of the students
tutored. Collaborate with afterschool staff and students’ teachers. Work closely with Manager to coordinate and assure consistency.  

INTERPERSONAL SKILLS 

Work involves contacts with potential volunteers, Experience Corps volunteers, staff at 

afterschool sites and teachers. As such, considerable discretion, resourcefulness, empathy and assertiveness is required.  Must be able to communicate information in a clear and courteous manner, balancing the needs of all concerned and program policies.

OTHER SKILLS AND ABILITIES 
Ability to prepare documents using Word & Excel and to communicate via e-mail.

CERTIFICATES, LICENSES, REGISTRATIONS

Valid State of Indiana Driver’s License and current automobile insurance.
PHYSICAL DEMANDS  
Ability to move between sites and within afterschool sites.  Must be able to transport materials with or without accommodations.

WORK ENVIRONMENT  
The duties of this job are completed mostly during the day and indoors, but with movement between car and buildings. The afterschool sites are often noisy with the sounds of children. 
LEVEL OF DECISION MAKING
· Compliance with and enforcement of Carver policies and procedures

· Development and implementation of office management policies & procedures

This Job Description is not intended to exhaustive.  Other responsibilities may be included as directed by AARP Foundation EC Program Manager or Executive Director.

ACKNOWLEDGEMENT

I have reviewed and understand the above job description and believe it to be accurate and complete and I fully understand the requirements set forth herein.  My signature indicates that I hereby accept this position and agree to abide by the requirements set forth. I understand that this job description is to state general guidelines and doesn’t constitute a contract for employment.  Furthermore, I understand that the Agency can change the duties and responsibilities of this job as business necessitates. A copy of this job description will be kept in my personnel file.

_________________________________

_______________________________

Employee Signature




Date
Future Added Responsibilities 

· Substituting (only if 50+)
· Inputting Student Session Logs (only if added weekly hours)
· Conducting BOY, MOY, and EOY running records to determine reading levels (has to be trained, assist lead & assistant literacy trainers if needed, if obtaining info from teachers is quite the hassle)
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