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COBRA AFTERNOON PROGRAM DIRECTOR   NAME: ____________________________ 

Job Type:  Part Time/Full Time 

Salary:  Negotiable  

Reports to: SIG Coordinator 
________________________________________________________________________________________________________________ 

PRIMARY FUNCTIONS 

An afterschool program director manages programs outside of school hours for children. Directors develop the structure of 

the program based on language of the School Improvement Grant, the needs and interests of the students and their parents, 

manage the program staff and operations, and maintain relationships with the community. In some cases, the director is the 

spokesperson for the program, representing it to the community and the media. 
 

ESSENTIAL JOB FUNCTIONS 

 Works with the program staff to develop an appropriate curriculum and plan activities that are consistent with 

the mission of the program.  

 Manages evaluation and assessment procedures for the program.  

 Tracks the progress of the program and individual students  

 Provides progress reports to parents, schools, and SIG Coordinator  

Staff Management 

The director of the afterschool program is responsible for the recruitment, hiring, and training of all staff. In 

most cases, the director is the immediate supervisor of the staff. Program directors also perform performance 

evaluations and develop professional development plans for the staff to ensure the program maintains a high 

level of quality.  
 

Operations Management 

Directors manage the operations of the afterschool program, from ensuring that the staff has the tools and 

equipment they need to do their jobs, to monitoring the environment for health and safety hazards. In some 

cases, the director may also be involved with the financial management of the organization, in terms of 

budgeting, purchasing, and accounts payable.  
  

Community Relations 

 Because the success of any afterschool program depends on its ability to attract students and provide them 

with meaningful and enriching experiences, afterschool program directors need to build relationships with 

schools, parents, and community groups to spread the world about the program and build support for it. The 

director may meet with parents, church groups, community groups, and school representatives to discuss 

the program and its benefits and seek feedback on how it can better serve children.  

 Prepare an activity report of all major activities undertaken to fulfill the duties of SIG coordination 

 Attend all DOE sponsored professional learning 

 
 

Signature of Employee ____________________________________________________ Date ______________ 

      

Signature of Supervisor ____________________________________________________ Date ______________ 


