Position Title:
HEART Area Coordinator (regular, salaried)

Reports To:

HEART Director

Date:


February 2001

Responsibilities:
( Assist in the maintenance of a safe, structured after school learning program for children participating in the HEART program, using good judgement, prioritization skills, and effective working relationships with program staff, parents and community members

( Provide oversight and guidance in monitoring, reviewing and analyzing activities at five (5) to eight (8) HEART sites

( Build and strengthen a strong team at each HEART site to insure that program objectives are met

( Assist in hiring, training and evaluating staff performance to accomplish program goals for each child's improvement in social relationships and academic performance

Duties:

( Support the management and administration of the HEART program

( Assist in the development and use of monitoring and data gathering instruments, including forms, questionnaires, and surveys

( Compile and evaluate data to meet the reporting requirements of the State grant and develop required reports

( Work effectively with Principals, site staff to obtain cooperation and compliance with program requirements

( Meet with parent and community groups to provide information, solicit support and recommendations, and report program information and progress

( Support program staff activities to insure improvement in children's academic and social performance

( Assist Site Directors to resolve areas of concern and to improve program performance

( Coordinate the development of program supply needs and distribution on a timely basis to support program activities

( Analyze program progress and make recommendations for program improvements/changes to comply with policies and grant provisions
Qualifications:

Any combination of Education, Knowledge and Characteristics below:

I. Knowledge of or experience in:

( Youth Programs

( Program development and coordination

( Effective written and oral communication skills

( Data gathering and report development

( Developing literacy, enrichment and/or recreational programs

( Use of computers and report development

Position Title:
HEART Area Coordinator (regular, salaried)

( Working with diverse ethnic, social, and cultural groups

II.
Education:



( One of the following: completion of a two-year community college program; a credential in Early Childhood Education; or a Bachelor's Degree from an accredited college. 

III.
License:



( Valid California Driver's License



( Proof of Insurance

IV. Other:

( Ability to pass Fingerprint and Background check required by the State of California to work at a school

( Willingness to work weekends or holidays as needed

( Willingness to travel as required, to comply with program provisions

Willingness to accept and sign the HEART At-Will Employment provision.
