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Job Title: School Age Site Lead       
FLSA Status: Full time                                     Job Code: 0703 
Reports to: School Age Site Director    Job Grade: 

Leadership Level: Leader     Revision Date: October 2020 

 

POSITION SUMMARY: This position is responsible for planning and implementing a 

developmentally appropriate after school program for a group of children.  Site Lead supervises 

assistant teachers at the site and maintains site in accordance with Washington State Licensing 

Requirements. 

 

OUR CULTURE: Our mission and core values are brought to life by our culture. In the Y, we strive 

to live our cause of strengthening communities with purpose and intentionality every day.  We 

are welcoming: we are open to all. We are a place where you can belong and become. We are 

genuine: we value you and embrace your individuality. We are hopeful: we believe in you and 

your potential to become a catalyst in the world. We are nurturing: we support you in your 

journey to develop your full potential. We are determined: above all else, we are on a relentless 

quest to make our community stronger beginning with you. 

 
 
ESSENTIAL FUNCTIONS: 
 

• Plans and implements curriculum in accordance with the goals and policies of the Y After School 

program.  Coordinates activities which fit the children’s developmental needs. 
• Provides day-to-day leadership for staff overseeing the activities of several groups of children.  
• Provides day-to-day leadership to staff and volunteers, and commits to assisting participants, 

volunteers, staff and self in continuous learning and self-development.  

• Supervises a group of children to ensure their health and safety, and to provide for a positive 
experience for each child. 

• Communicates with and maintains positive relationships with families.  May conduct conferences 
as needed. 

• Follows Y policies and procedures, including those related to medical and disciplinary situation, 
child abuse prevention and emergency procedures. 

• Maintains ordered arrangement, appearance, decor, cleanliness, and learning environment of 
site. 

• Order, purchase and maintain program and snack supplies as needed. 
• Make sure that all snacks meet USDA requirements and that these standards are met daily. 

• Attends required trainings and meetings to stay current with information and program 
requirements. 

• Actively builds teams and encourages open relationships for maximum organizational 
effectiveness.  

• Develops new ways or adapts existing needs to help us achieve desired results. Challenges the 

status quo to discover more effective ways of performing. 
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WORK ENVIRONMENT & PHYSICAL DEMANDS:  

The requirements described here are representative of those that must be met by an employee to 

successfully perform the essential functions of this job.  Reasonable accommodations may be made 

to enable individuals with disabilities to perform the essential functions. 

• While performing the duties of this job, the employee is regularly required to use a computer, 

and other office equipment, for extended periods of time and be able to communicate using 

phone and electronic devices. 

• The employee frequently is required to sit and reach, and must be able to move around the 

work environment. The employee must occasionally lift and/or move up to 50 pounds. 

• Specific vision abilities required by this job include close vision, distance vision, and the ability 

to adjust. The noise level in the work environment is usually low to moderate. 

• The employee will be regularly required to use written and oral communication skills; read and 

interpret data, information and documents; analyze and solve non-routine and complex 

problems; may use math and mathematical reasoning; observe and interpret situations; learn 

and apply new information or skills; perform highly detailed work on multiple, concurrent 

tasks and work under intensive deadlines with frequent interruptions. 

• The employee must be able to interact with members, staff, volunteers, and others 

encountered in the course of work, some of whom may be dissatisfied individuals. 

• This position is an average of 30-40 hours a week based on a Monday to Friday work week. 

Local travel may occasionally be required. 

 

 

QUALIFICATIONS: 

 

• Be a minimum of 21 years old and have a high school diploma or a GED. 

• One year of experience or more in program planning preferred. 
• Have experience working with children 5-12 years of age. 

• Must have child development knowledge and experience.  
• 45 or more college quarter credits in early childhood/child development, or possess an 

equivalent educational background, or be a certified child development associate (preferred).  
Or 30 credits in elementary education, or the educational equivalent, in courses such as 

recreation, physical education, education, music, art, psychology or social services. 
• Demonstrated ability to relate effectively to diverse groups of people from all social and 

economic segments of the community. 
• Must have a TB Test by Mantoux method, HIV/AIDS/BBP awareness, First Aid, CPR 

certification, and Food Handler’s Permit prior to start. 
• Child Abuse and Mandatory Reporting training, and a DCYF portable background clearance 

within 30 days of hire. 

 

 

Job descriptions represent a general outline of job duties, functions and qualifications. They are 

not intended to be comprehensive in nature. In addition, jobs evolve over time and therefore their 

description may not reflect the precise nature of the position at a given point in time. 

 


