EMPLOYMENT OPPORTUNITY
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FOR FURTHER INFORMATION CONTACT – BOYS & GIRLS CLUB OF CYPRESS
10161 Moody Street, Cypress, CA 90630  714-527-2697 ext. 203
After School Program Extension Instructor
Part-time Position during School Year on the Swain School Campus
SALARY RANGE - $10 - $12/hour depending on experience



HOURS: M-F from school dismissal time until 6:15 P.M.

Part-time position- 12 to 24 hours weekly.

Preferred availability M, T, W 2:00 – 6:15 P.M.; Th and Friday12:45 – 6:15 P.M September through June.
METHOD OF APPLICATION: 

Applications are available at the Boys & Girls Club of Cypress. 

You may also mail or email a resume to
Kristin O’Neal
Office Manager

kenstminger@bgccypress.org
10161 Moody Street, Cypress CA 90630

PRIMARY FUNCTION:
To provide homework assistance and tutoring; fun learning activities that are curriculum driven; and outcome-based enrichment and/or recreation activities such as sports and games, arts and crafts, computer, cooking, dance and drama to a group of 20 students.
Work under the direction of the Branch Director to plan, implement, supervise and evaluate related activities for these students at extension site of Club.
KEY ROLES (Essential Job Responsibilities):
1. Carry out the site’s planned program of literacy-oriented activities for students to develop and strengthen their academic and social skills.
2. As needed, to select a variety of activities appropriate to students of various age groups.
3. Review program plans with site director, classroom teacher and literacy/academic coach for effective program implementation.
4. Participate in and evaluate the effectiveness of activities and events.
5. Instruct students in safe and proper use of supplies and equipment.

6. Assist with developing discipline techniques and classroom management.

7. Participate in cleaning and maintaining the facility and equipment.
8. Inspect the site and equipment for potential safety hazards; take corrective action to prevent injuries.

9. Provide quality interaction with parents, teachers and school staff

10. Ensure measurable improvement in students’ academic and social performance.

11. Prepare weekly lesson plans outlining planned activities.

12. Participate in weekly site staff meetings and on-going training opportunities

13. Perform a variety of routine clerical duties.

14. Perform related duties as assigned.

RELATIONSHIPS:

Internal: Maintains close daily contact with Club staff (professional and volunteer) Club members, and supervisor to receive/provide information, discuss issues, explain guidelines/instructions; instruct; and advise/counsel.
External: Maintains contact with school site staff, school site principal (or designee),  members, families and the general public to give and obtain information, either in response to inquiries or as instructed by supervisor.

SKILLS/KNOWLDEGE REQUIRED:

· High School diploma or equivalent

· Possess an AA degree or pass a para-professional proficiency test (Instructional Aide)

· Ability to work with school-age students.

· Experience in working with children.
· Knowledge of youth development.
· Ability to motivate youth and manage behavior problems.
· Ability to deal with the general public.
· Ability to plan and implement quality programs for youth.
· Ability to organize and supervisor members in a safe environment.
· Ability to obtain mandatory CPR and First Aid Certifications.

· Valid State Drivers License
· Tuberculosis Bacillus (TB) and Fingerprinting

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT:
This position may require periodic lifting and the ability to carry 30 pounds.

DISCLAIMER:

The information presented indicated the general nature and level of work expected of employees in this classification. It is not designed to contain, nor to be interpreted as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives required of employees assigned to this job.
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