
PDY/PAY Job Description Requirements and Qualifications  

SITE COORDINATOR  
The site coordinator oversees the day-to-day operations of the Afterschool program including students and 

staff. 

 Bachelor’s Degree  

 5 (+) years of Managerial Experience  

 Multi-tasker  

 Administrator  

 Coordinating Staff Meetings 

 Collecting evaluation data from students, staff, and parents   

 Coordinating site specific activities & communicating with students and parents 

LEAD TEACHERS 
Lead teachers run and oversee the direction of the classroom and provide direct instruction to students.  

 B.S. Degree in Education  

 4 (+) years of experience teaching students 

 Creating & implementing lesson plans 

 Track & Monitor student progress 

 Daily tutorial & academic instruction 

 Schedule & Hold weekly team meetings 

 Oversee & supervise classroom  

 Oversee classroom staff   

 Must be able to communicate with students & parents 

ASSISTANT TEACHERS 
Assistant Teachers provide both academic and parental support for Lead Teachers. They assist in the over-

all day-to- day operation of the classroom. 

  

 Reinforce lesson plans 

 Enforce classroom rules 

 Daily tutorial and assistance with instructional time 

 Provide oversight and supervision to students 

 Self-supervised 

 Must be able to follow instructions and provide direct support to the Lead Teacher  

TUTOR 
The tutor is responsible for providing classroom and academic instructions to stu-

dents.  

 High School Diploma  

 Dependable & Responsible  

 Support Lead & Assistant Teachers 

 Maintain a clean and safe work area 

 Small group & individual work with students. (Reading, Math, Science, etc.) 


