
 

FOOTHILL COUNTRY DAY SCHOOL 

Job Description 

 

 
Position: After School Programs Supervisor (2020-2021 School Year) 
 
Reports To: Director of Enrichment and Marketing Coordinator 
 
Position Status: Part-Time 30+ Hours (Exempt) 
 
Benefits: Medical, Dental, and Vision Insurance, Retirement Plan, and Holiday Pay 
 
Summary: 
 
The After School Programs Supervisor requires an active, hands-on presence in organizing, supervising, and 
maintaining the Extended Day Program and Enrichment Classes.  The nature of the job requires excellent 
organization and people skills, a self-starter mentality, and the ability to receive and learn from feedback.  
 
Foothill’s After School Programs have two main components:  

Extended Day is offered Monday-Friday, 3:00pm-6:00pm 

Enrichment Classes are offered Monday-Friday, 3:45pm-5:00pm  

Descriptions of the programs are as follows: 

Extended Day—after school supervision of students from 3:00pm-6:00pm 

Enrichment Program—after school activities/classes (e.g. printmaking, Makerspace, martial arts) provided by 
outside vendors or Foothill faculty members 
 
Essential Duties and Responsibilities for Extended Day Program: 
 

• Recruit, organize, and monitor 9 employees who provide afternoon supervision of students 

• Serve as the welcoming, mature, and responsible face of School and point of contact for all parents whose 

students are in Extended Day 

• Remain at school with students/Extended Day staff until last student is picked up (6:00pm) 

• Develop activities/curriculum to provide structure for students being supervised after they exit the 
playground 

• Manage disciplinary issues for all after school programs, including parent follow-up 
 

Essential Duties and Responsibilities for Enrichment Program: 
 

• Monitor, evaluate, and supervise a daily recreation and enrichment class program for students in grades K-8   

• Recruit, train, and supervise a team of more than 30 staff members and volunteers, both employees and 

contractors  

• Develop a budget, monitor and track expenditures and vendor contracts, monitor and track fees collected, 

purchase supplies and equipment  

• Manage registration and billing software including data entry of all classes, descriptions, and student profiles   

 

 



• With support from Director of Marketing and Communications, prepare marketing materials such as course 

descriptions, photos, advertising text, and parent communications  

• Interact frequently with parents, teachers and students, ensuring effective collaboration and support of 
academic curriculum, including the guidance for class choices, behavior management, and promotion of 
programs 

 
The ideal candidate will have the following educational and work background: 
 

• Undergraduate degree from an accredited institution in Recreation, Leisure Studies, Education, Child 

Development or related field, including 12 units of Early Childhood Education, or any combination of 

experience and education that would reasonably meet these requirements  

• 2-3 years of paid, full-time experience working with children in a school or recreation setting, one year of 

which should be a in a program/curriculum design capacity  

• Certification and service as a state-level judge for Debate and Odyssey programs (Certification and training 

offered through Foothill Country Day School) 

• Fluency in Microsoft Office (Word, Excel) 

 
The ideal candidate will have the following skills and attributes: 
 

• Finds joy in working with children, and has extensive knowledge of child development, and the needs and 

characteristics of students K-8  

• Has an interest in providing quality hands on, inquiry-based projects, enrichment and recreation experience 

to school-aged children 

• Is highly organized with strong attention to detail  

• Can work independently as well as collaboratively  

• Can handle multiple tasks efficiently and accurately, capable of analyzing situations carefully and adopting an 

effective course of action 

• Is an exceptional communicator both verbally and in writing 

• Is computer literate in a variety of programs, with the capacity to learn new software and juggle several 

databases at once  

• Enjoys being creative, with the ability to research and identify market trends and new programs of value and 

interest that support the schools’ mission and teaching philosophy 

• Values safety, inclusiveness and diversity 

• Is a leader by nature, that inspires staff to work effectively with a minimum amount of supervision  

• Has the flexibility to meet changing work needs and demands, an openness to feedback, and a desire to 

grow professionally into larger administrative roles  

• Has basic knowledge of curriculum planning, instructional techniques, classroom management in a multi-age 

after school program setting 

• Has the ability to work evening and weekend hours as required  
 

Position Requirements: 
 

• Valid CA Driver License 

• First Aid/CPR Certification and TB Clearance  

• Some overnight and weekend travel 

 



Foothill Country Day School provides a competitive wage and an inviting, professional, and collegial working 
environment and is an equal opportunity employer and abides by all local, state, and federal laws in its interview and 
employment practices. Physical presence is an essential function of the job. 
 
To apply, please send a cover letter and resume to Anne Henry, Director of Enrichment and Marketing 

Coordinator, at ahenry@foothillcds.org.  

mailto:ahenry@foothillcds.org

