
School:  St. Monica Catholic School 

Job Title:  After School Care Director 

Subtitle:  

Position Information 

Reports To:  Building Administrator Supervises:  After School Care  

Supervisor/Security 

Terms of Employment:  see attached benefit addendum 

Hours of Employment:  15 hours per week Monday through Friday 

$15.00 per hour 

Additional hourly pay for preparation of monthly billing statements 

Job Summary 

A state-approved director will manage all aspects of the school’s after-hours program efficiently, 

effectively, and professionally, providing a safe and nurturing environment for students and staff as 

well as being knowledgeable about, attentive to, and proactive about all state licensing regulations.  

Education, Experience, Skills Knowledge, Qualifications and Abilities 

The completion of 60+ semester hours of credit at an accredited college or university and 12

+ semester hours in child development, child psychology, or early childhood education.  

B.A./B.S. in Education preferred.  

Performance Responsibilities 

1. Demonstrates and promotes the character qualities of enthusiasm, courtesy to parents and

school staff, integrity, punctuality, and flexibility.

2. Refuse to use and/or circulate confidential information inappropriately.

3. Hire, train, supervise, and routinely evaluate after-school care supervisors.

4. Release after-school care supervisors, if necessary.

5. Meet Diocesan requirements for VIRTUS training.

6. Promote and schedule CPR and First Aid training for all supervisors annually.

7. Promote and schedule VIRTUS training for all supervisors.

8. Stress the importance of child supervision at all times.

9. Prepare monthly billing statements for the school.

10. Collect and turn-in monthly payments to the school office.

11. Maintain emergency after-school care snack stock.

12. Provide daily structure for students and a schedule for parents.

13. Maintain appropriate discipline within the after-school care program.

14. Be knowledgeable and adhere to the Child Licensing mandates through the state.

15. Provide a daily literacy program for a minimum of 30 minutes each day.

16. Recognize the needs and abilities of every individual student.

17. Effectively utilize daily electronic student sign-in and parent sign-out app.



18. Effectively organize and store records of all after-school care participants.

19. Respect classroom and school rules.

20. Be a positive role model for supervisors and students.

21. Communicate effectively with parents.

22. Create and maintain a pleasant and friendly atmosphere for students.

23. Maintain and turn-in time sheets for after-school care staff.

24. Maintain an emergency number databank.

25. Oversee annual professional development of all after-school staff.

26. Perform other duties as assigned by the building administrator.

Additional Duties 

Equipment Used 

Physical Requirements and Work Environment 

Evaluation  

Job performance will be evaluated quarterly.  Written feedback will be given on job strengths and 

areas of improvement. 

Employee Signature:_______________________________________       Date:_______________ 

Administrator Signature:_____________________________     Date:_______________ 

This job description is for informational purposes only and does not constitute an offer of employment 


