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Volunteer Job Description

After School Assistant (High School Student)

Schedule:

Weekdays: 3:00pm-8:00pm

Saturdays:  mornings only

During June and July (Summer Camp):  all day (approximately 8am-8pm)

Position Summary:

The After School Assistant will work in the after school program, providing students with homework help and supervising them during free-activity time.  After school program hours when school is in session are Monday through Friday, 3pm-8pm.

Benefits:

Helpful preparation for a variety of typical workplace responsibilities.  Get to be a positive role model for young people.

Primary Responsibilities:

· Ensuring elementary school age children are safe, engaged and having fun.

· Assisting paid staff (instructors, coaches, peer counselors, group leaders, cooks, managers) through the daily schedule of activities (homework help, physical activities, arts & crafts, field trips, sports, etc.).

· Setting up and cleaning up class room spaces and cafeteria.

· Monitoring and documenting youth behavior .

· Completing required paper work and reports as needed .

· Assisting in mailings (stuffing, labeling, addressing and sealing envelopes).

· Photocopying documents.

· Typing (computer and typewriter) and data entry.

· Creating and printing flyers.

· File-keeping (creating, sorting, and filing).

· Assisting in tracking of  inventory.

Position Requirements:

· Attending staff orientation and safe sanctuary training.

· Pass child abuse/neglect background check.

· Enrolled in high school .

· Good academic standing.

· Prefer youth who reside in community.

Knowledge/Skills Gained While In Position:

· Child and adolescent development.

· Positive discipline.

· Safe Sanctuary training.

· Confidentiality/privacy policies and procedures.

· Customer-service skills (communication skills).

· Time management and project management skills.

· Operation of office hardware and software (e.g., Microsoft Office Suite).

· Record-keeping.

· General office policies/procedures (communication skills: verbal/nonverbal).

If interested, please contact

Kenneth Pruitt (Coordinator of Volunteer Missions & Service Learning)

at 314-421-0400, x.221 or kpruitt@kingdomhouse.org.

I understand the responsibilities of the position described above and agree to perform my role based on this description, and on the policies and procedures outlined in the volunteer handbook.

Volunteer signature:___________________________________  Date:_______________

Supervisor signature:__________________________________  Date:_______________

