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Normal Schedule: M, T, TH & F 1:00-6:30pm W 12pm-6:30pm 

Reports to: Student Activity Director 

 

JOB SUMMARY: Under general supervision, assist with daily functions of after school enrichment 

programs. To perform a variety of clerical and supportive tasks in support of the After School Programs 

and to perform related work as required. 

 
 

DUTIES AND ESSENTIAL JOB FUNCTIONS  

Include the following. Other duties may be assigned: 

 

1. Assist parents and students at important transitional times. 

2. Assist and support KEDS team as needed. 

3. Cover KEDS teachers during their breaks and or during absences.   

4. Help organize, track and deliver snacks during serving time.  

5. Help plan, organize school activities, including fundraising events.  

6. Maintain daily, weekly and monthly record of snacks being served.   

7. Greet visitors warmly to the school, answer questions and ensure appropriate sign-in if visitor enters the 

building for any reason. 

8. Ensures completion of paperwork like teacher attendance and parent sign-in sheets. 

9. Render First Aid treatment to injured and ill students. 

a. Sterilize, disinfect and bandage minor cuts, abrasions and burns. 

b. Communicate with parents regarding student’ illnesses. 

c. Notify day health clerk/nurse of any major injuries.  

10. Maintains and files all important program documents like early release forms, late pick up forms, withdraw 

forms, teacher referrals, snack tracker etc.   

11. Operates a variety of instructional media, office machines and equipment. 
12. Communicate effectively and professionally with staff, students and parents in Spanish and English. 

13. Answer the telephone and transfer calls or take messages and direct to appropriate individual. 

14. Performs a variety of regular clerical duties, such as filing, typing, word processing, or duplicating 

materials.  

15. Performs program opening and closing procedures as well as assists in programs overall maintenance. 

 

REQUIRED QUALIFICATIONS 

1. First Aid & CPR certifications/TB Clearance. 

2. High school diploma or GED with courses in general office procedure or an acceptable combination of 

education and experience.  

3. Knowledge of Principles, methods, and practices of First Aid. 

4. Bilingual in both English/Spanish. 

5. Ability to be flexible and revise priorities based on requirements of school. 

6. Ability to handle upset children and adults in a kind manner. 

7. Basic computer literacy. 

8. Ability to sit, stand, climb stairs, lifting up to 25 lbs., bend, pull, push, carry, walk and operate 

equipment. 

9. Excellent organization, time management and follow-up skills. 

10. Ability to work under minimal supervision. 

 

PREFERRED QUALIFICATIONS 

1. Two-year experience performing a variety of general office and clerical work. 

2. Detail oriented. 

3. Excellent customer service. 

 

SALARY RANGE: $12.00-$15.00 hourly, Based on experience 

 
EMPLOYEE ACKNOWLEDGEMENT: 

I acknowledge that I have received and read my Job Description. I further understand that my job or 

position may change at any time with or without an updated job description and additional instructions from 
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my supervisor/manager may substitute for an updated description. I further acknowledge that questions 

about my job, job description or job performance should be directed to my supervisor/manager or the 

Human Resource Department. 

 

 

__________________________________        ________________________________ 

Employee Name (Please Print)                                  Employee Signature                       Date                                                      

 

 

_________________________________           __________________________________ 

Supervisor Name (Please Print)                                 Supervisor Signature                       Date                                    


