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ACE Site Coordinator
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Job Title:
ACE Site Coordinator

Reports to:
ACE Program Director

Dept. /School:
Campus


Primary Purpose:

To oversee the planning, implementation, management and evaluation of the Texas ACE Program at the assigned center.
Qualifications:

Education/Certification:

Bachelor’s Degree in Education or Related Field
Teacher Certification Preferred

Special Knowledge/Skills:


Ability to coordinate program operations


Knowledge of community resources
Ability to coordinate campus functions

Ability to implement policy and procedures

Ability to interpret data

Ability to maintain positive working relationships with the public and frontline staff


Strong organization and time management skills

Excellent written and verbal communication skills

High degree of computer proficiency using Microsoft Office

Experience:

One year experience as a classroom teacher

Experience working with high risk students and families
Major Responsibilities and Duties:

1. Organize and work closely with school administration to implement program.

2. Ensure high-quality program services and support to enrolled students that meets the Texas ACE Program objectives in an effective manner.

3. Assure regular student participation, as defined by program requirements, by monitoring attendance and taking steps to ensure that regular student counts are met or exceeded.

4. Coordinate data entry and evaluation of program at the center.

5. Organize supplies, materials, equipment, and transportation for center.

6. Recruit, train, and develop frontline staff to achieve intended objectives.

7. Lead and facilitate on-going planning efforts including community outreach.

8. Manage the recruitment and retention of students.

9. Facilitate communication and create a link between the school-day and the program.

10. Attend all required meetings, conferences, and trainings

11. Meet all compliance items including effective data & fiscal management.
12. Regularly consult with the school principal and teachers to identify essential curricular content.
13. Develop activities both during the school year and during summer programming that are aligned with campus needs and staff development.
14. Develop high interest, hands on weekly academic and enrichment lesson plans for all campus level after school teachers and submit to director.
15. Promote a positive, caring climate for learning.

16.  Deal sensitively and fairly with persons from diverse cultural backgrounds.
17. Communicate effectively with students and staff.
18. Ensure the effective and quick resolution of conflicts.

19. Develop, maintain, and use information systems and records to track progress for both program participants and non-participants.
20. Participate in the ACE program task force and use campus needs assessment to plan program framework.
21. Manage use of school facilities. Supervise maintenance of facilities to ensure a clean, orderly, and safe campus.

22. Ensure campus is ready for the regular school day each night following the ACE after school program.
23. Comply with state and federal laws, State Board of Education rule, and board policy.

24. Report any fiscal, administrative or facility issues to the ACE director accurately and in a timely manner.

Student Management

25. Ensure that students are adequately supervised at all times.
26. Ensure that school rules are uniformly observed and that student discipline is appropriate and equitable in accordance with Student Code of Conduct and student handbook.

27. Conduct conferences about student and school issues with principal, parents, students, and teachers.

Professional Growth and Development

28. Develop professional skills appropriate to job assignment.

29. Demonstrate professional, ethical, and responsible behavior. Serve as a role model for all campus staff.

30. Participate in professional development to improve skills related to job assignment.

School or Community Relations

31. Articulate the school’s mission to the community and solicit its support in realizing the mission.

32. Demonstrate awareness of school and community needs and initiate activities to meet those needs.

33. Use appropriate and effective techniques to encourage community and parent involvement.
34. Work with Family Engagement Specialist to promote program support and community involvement. 
Supervisory Responsibilities:

Supervise program staff and volunteers.
Working Conditions:

Mental Demands/Physical Demands/Environmental Factors:

Standard physical activity such as periodic standing, walking, sitting, basic motor skills to access computer files for information or simple data entry. May occasionally lift and/or move up to 25 pounds. Maintain emotional control under stress. Occasional districtwide and statewide travel; frequent prolonged and irregular hours. 
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The foregoing 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. 
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Reviewed by
Date


Employee
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