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JOB DESCRIPTION                                                         

To perform this job successfully, an individual must be able to perform the essential job functions satisfactorily. Reasonable accommodations may be made to enable individuals with disabilities to perform the primary job functions herein described. Since every duty associated with this position may not be described herein, employees may be required to perform duties not specifically spelled out in the job description, but which may be reasonably considered to be incidental in the performance of their duties just as though they were actually written out in this job description. 
Academic Enrichment Coordinator
Department:	Clinical and Community Services
FLSA Status:		Non-Exempt
JOB SUMMARY

This part-time professional position will assist with the implementation of SWAG Family Resource Center’s Academic Success and Enrichment program, serving local children and youth. With the support of staff and volunteers, the position will be responsible for curriculum development and implementation; also acting as a liaison with local schools, collaborating with partner agencies, and building positive relationships with parents/caregivers. The position is grant funded and will report to the SWAG Family Resource Center Manager, Monday thru Thursday for afterschool and summer programming, 25-30 hours per week. Benefits may be available, depending on number of hours worked.

ESSENTIAL JOB FUNCTIONS

· Use a collaborative approach to plan and execute developmentally appropriate and culturally relevant activities and curriculum for participating students, with a focus on literacy. 
· Create and maintain a learning environment that is conducive to successful instruction, including decisions about structure, organization, and course activities that support students by managing their expectations and behaviors. 
· Oversee coordination of testing and interventions for children with learning differences. 
· Develop and maintain professional, positive relationships with families by regularly communicating student progress, actively encouraging parent/caregiver participation in program activities, and connecting families with relevant support services as needed.
· Monitor student progress and assess educational needs through ongoing communication and collaboration with local schools. Responsibilities include conducting in-person meetings at school sites, maintaining regular contact via phone and email, coordinating and conducting outreach efforts, and engaging directly with students during school visits, including classroom time and lunch periods.
· Maintain accurate student files/records using required forms/database, to measure student success and develop individualized behavior and academic goals for the students and complete reporting related to SWAG FRC program attendance, student goal attainment, and program outcomes.
· Assist with the recruitment and retention of program volunteers, working with the Resource Center Manager to better understand volunteer needs.
· Assist with purchasing of program materials and monitoring of the program budget, under the guidance of the Resource Center Manager. 
· Create a warm and welcoming environment where students and families are greeted by name, and the cultures of the community are represented through activities, displays, books, etc.
· Plan and facilitate off-site field trips for participating students.
· Understand and be able to identify the causes and effects of trauma and victimization including the impact of early and cumulative trauma and victimization along with techniques for management and recovery, referring for services when appropriate.
· Manage conflicts and deal appropriately in difficult situations with clients, service providers, community partners, supervisors, and/or peers.
· Perform other related job duties, special projects, and tasks as assigned, including occasional support for Family Resource Center activities outside the classroom.

The position may involve acquiring, accessing, using, and safeguarding Protected Health Information according to applicable law and agency Policies and Procedures for Protected Health Information

QUALIFICATIONS
Education and Experience:
REQUIRED: 
· Bachelor’s degree in Education or a related field with 2 years of experience in the area of education or other relevant fields.
· Excellent communication and interpersonal skills, and proficiency in MS Office Suite.
· An understanding of child development and risk factors that may lead to child abuse and neglect.
· Must possess a valid driver’s license in the state of residence, reliable transportation, and the ability to safely operate agency vehicles, including a 15-passenger van. This role may require transporting students to off-site activities, field trips, and other local program-related locations.

PREFERRED:
· Experience effectively managing classroom dynamics to support student learning and positive behavior.
· Experience implementing literacy programs in a classroom setting, including but not limited to the University of Florida Literacy Institute (UFLI). 
· Experience working with at-risk families and children.
· Experience and/or familiarity with the Individualized Education Program (IEP) and 504 process within the school system, as well as the interventions available to children that qualify. 
Knowledge, Skills, and Abilities: 
· Knowledge of youth development principles, trauma-informed practices, or positive behavior support strategies.
· Skilled in the use of computers and software applications related to the essential functions of the job.
· Skilled in effective communication, both orally and in writing.
· Skilled in program planning and activity facilitation for diverse age groups.
· Ability to organize and plan with a high level of effectiveness.
· Ability to stay positive and patient while working in a challenging environment, maintaining respect for children and families who may have high needs. 
· Ability to be sensitive to cultural needs and willingness to serve as a positive member of a working team.
· Ability to be proactive, decisive, and employ crisis intervention principles appropriately, manage multiple tasks and projects, and work independently, as needed. 
· Ability to establish and maintain effective working relationships with other personnel and the public.

PHYSICAL DEMANDS
The work is sedentary work which requires exerting up to 40 pounds of force occasionally and/or negligible amount of force frequently or constantly to lift, carry, push, pull or otherwise move objects, including the human body. Additionally, the following physical abilities are required: 

· Sitting/Standing: Particularly for sustained periods of time.
· Fingering: Picking, pinching, typing, or otherwise working, primarily with fingers rather than with the whole hand as in handling.
· Walking: Moving about on foot to accomplish tasks, particularly for long distances or moving from one work site to another.
· Kneeling: Bending legs at knee to come to a rest on knee or knees.
· Stooping: Bending body downward and forward by bending spine at the waist. Occurs to a considerable degree and requires full motion of the lower extremities and back muscles.
· Reaching: Extending hand(s) and arm(s) in any direction.
WORK ENVIRONMENT
Work is performed primarily in a safe and secure office environment. This position may require frequent same-day travel.

[bookmark: _Hlk123730130]AAP/EEO STATEMENT
Partnership for Strong Families is an Equal Opportunity/Affirmative Action/ Drug Free Workplace and does not tolerate discrimination or violence in the workplace. Applicants requiring a reasonable accommodation as defined by the Americans with Disabilities Act, must notify the Human Resource Department at 1-352-244-1527. Notification to the Human Resource office must be made in advance to allow sufficient time to provide the accommodation. 

DRUG-FREE WORKPLACE
Partnership for Strong Families maintains and enforces a Drug-Free Workplace program. New employees are required to be drug tested prior to employment. In appropriate circumstances, current employees may also be required to submit to drug and/or alcohol testing. Information on the Drug-Free Workplace Policy is contained in the Employee Handbook and set forth in the Drug-Free Workplace Policy, both of which are available through the organization’s inter/intranet.



Signature Block:

By signing below, I agree and understand that I must satisfactorily perform each responsibility set forth to continue my employment with PSF.

_____________________________		______________________________
Employee Name (Print)			Supervisor’s Name (Print)


_____________________________		______________________________
Employee Signature				Supervisor’s Signature


____________					_____________
Date						Date
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