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Jr. High Assembly Coordinator



Job Description


Overview of Position:  The Jr. High Assembly Coordinator and Motivational Specialist’s job is to find outstanding speakers or programs and bring them to the students at American Prep Academy.  There are many different types of speakers, programs, assemblies, or programs available and the types of speakers and programs chosen will be up to this specialist.  This person will work closely with the Jr. High Director to ensure all speakers, assemblies, and programs enhance the school mission with regard to character development.   During DIBEL Benchmark Assessments in grades K-6, this specialist will be a part of the DIBELS Assessment Team and assist Administration in assessing all of the K-6 students using the DIBELS benchmark assessments.

Skills Required: 

· Organization – This employee will need to be organized in order to plan and implement each assembly.  Phone calls and/or emails from staff should be responded to within a 24 hour timeline.  Being able to coordinate home, family, work, and school requires good organization skills and is required for this position.

· Work Ethic – This employee must be willing to work throughout the entire school year.  Hours may or may not be stable, depending on the type of assembly or program being planned. Because of the type of position this is, there will be little to no Administrative oversight, until the actual day of the program or assembly.   An excellent work ethic is vital to getting everything completed that will be necessary to provide excellent programs for our Jr. High students.

· Initiative – This employee must be willing to ask questions, do what is asked and also what may not be asked but still needs to be done. This person will do everything within their power to find, schedule, plan, and implement excellent assemblies and programs for our students.  This person will take the initiative to step up and do all he/she can to assist the Jr. High Director with the events – especially when the Director is diverted to other important tasks.  

· Positive Attitude – This employee should have a positive attitude, a ready smile, a happy disposition, and a sense of humor in times of stress.  A cheerful can-do attitude when asked to go above and beyond is essential for success in this position.

· Flexibility and Willingness – This employee should be flexible to be able to work at any American Prep campus when help is needed.  Working with both Jr. High Directors to ensure that speakers or programs are accessible to all American Prep students is also an important requirement.  A willingness to travel between campuses to plan, set up, organize and ensure each event is a success is a must.  Willingness to put as much time in as needed is fundamental to success in this position.

· Desire to Clear the Way – It is the Jr. High Assembly Coordinator’s job to make sure the Jr. High Directors can focus on their jobs and not on finding, setting-up, organizing, running, and taking down of Jr. High special assemblies.   A desire and willingness to do what it takes to lighten the load and clear the way for the Jr. High Administration by taking care of all of the details involved in each successful assembly is required.

· Teachable – This employee must be willing to ask questions if they are not sure of what is expected of them.  They should also be willing to listen to input from Administration as to mission, vision, and types of assemblies that would be most effective or applicable to the students. Willingness to work closely and in harmony with both Jr. High Directors (accepting their input and direction) is required.

Duties: The following list of duties will give the applicant an idea of what duties may be required, but is not an inclusive list:

· Work with Jr. High Administration to decide what types of programs are needed (may be different for different campuses)

· Seek out and find motivational and inspiring speakers

· Research and find interesting topics for programs and assemblies

· From start to finish, find, plan, implement, clean-up assemblies

· Plan a minimum of one event per quarter (4 per year) – more if possible

· DIBELS Benchmark Assessment Proctor (3 times per year)
· Attend the DIBELS assessment overview and training 

· Proctor and score the DIBELS benchmark assessments for all K-6 students in the school for each assessment session (September, January, and May) 

· Proctoring/scoring duties will continue every year that the Specialist has students attending an APS school (as a parent volunteer, not as an employee)

· DIBELS benchmark proctoring is in addition to your other duties as a Jr. High Assembly Coordinator.

Time Commitment:  Time commitment for this position will vary.  Each event will need to be set up and planned from start to finish and the time required for a successful event will depend on the type of event.  During the DIBELS benchmark assessment time periods (two weeks in September, January, and May) you will need to be available to work 2 hours per day giving the DIBELS benchmark assessments to K-6 students (8:30 am – 10:30 am M-F).  The DIBELS Test Proctor commitment will continue for every year you have students attending an American Prep school.  
Compensation:  Minimum wage rates up to a maximum of $500. All hours worked after the maximum ($500) will be recorded as volunteer hours and will not be compensated monetarily.  The employee is responsible for tracking and submitting hours on a time card (up to the maximum of $500) and then tracking hours worked on the family communication envelope for the remaining volunteer hours.  Hours worked after the first year of employment (as DIBELS Test Proctor) will be tracked as volunteer hours.  

Clarifications:

Children of the Jr. High Assembly Coordinator will be enrolled in American Preparatory Academy under the Staff Priority Enrollment designation.  If there are not places available for all children, siblings will be placed on the grade level waiting list and will be placed into a class as soon as there is an opening.

An evaluation of performance will be conducted in January and May of each school year (or on an “as needed” basis).  Hours will be submitted at that time by the employee to the Specialist’s supervisor (this includes paid hours and volunteer hours).  If performance is satisfactory for the duration of this agreement, employment will continue and students will remain enrolled under the Staff Priority designation.  If performance is not satisfactory for the duration of this agreement, then employment will cease and the student will loose their Staff Priority status and return to the general applicant pool. 
The Jr. High Assembly Coordinator position is a two-year commitment.  The first year as the Coordinator and the 2nd year working with and training the new Coordinator.  The DIBELS test proctor assignment will continue as long as your children are enrolled in American Prep Academy.
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