
DIOCESE OF AUSTIN 
JOB DESCRIPTION 

 

AFTER SCHOOL CHILD COORDINATOR 

 

  
 
 
QUALIFICATIONS: 

 
1 . H o ld s  a  d e g re e  if o n -s ite  c o o rd in a to r, o r h ig h  s c h o o l d ip lo m a  if 

c o -w o rk e r in  th e  c a s e  th a t th e  Prin c ip a l is  th e  o n -s ite  c o o rd in a to r 
2 . Su p p o rts  th e  p h ilo s o p h y  o f Ca th o lic  Ed u c a tio n  
3 . Is  e ffe c tiv e  in  w o rk in g  w ith  y o u n g  p e o p le  
4 . Is  d e p e n d a b le  
5 . H a s  a b ility  to  p ro v id e  g u id a n c e  to  a n d  s u p e rv is io n  o f s ta ff w o rk e rs  

 
REP ORTS TO:  Prin c ip a l 
 
SP ECIFIC RESP ONSIB ILITIES: 

 
1 . Su p e rv is e s  c h ild re n  fo r s a fe ty  a n d  a p p ro p ria te  b e h a v io r 
2 . As s is ts  w ith  h o m e w o rk  
3 . As s is ts  w ith  re c o rd  k e e p in g  
4 . Re q u ire s  s tu d e n ts  to  o b e y  ru le s  
5 . Us e s  a c c e p te d  d is c ip lin e  p ro c e d u re s  
6 . K n o w s  a ll e m e rg e n c y  p ro c e d u re s  in c lu d in g  lo c a tio n  o f e m e rg e n c y  

p h o n e  n u m b e rs , b u ild in g  e v a c u a tio n  p ro c e d u re s  a n d  s tu d e n ts ' 
e m e rg e n c y  h e a lth  in fo rm a tio n  

7 . M a in ta in s  a ll s tu d e n t a n d  w o rk e r re c o rd s  
8 . Su p e rv is e s  Ex te n d e d  Ca re  o p e ra tio n s  
9 . H a n d le s  d is c ip lin e  p ro b le m s  a n d  re p o rts  th e m  to  th e  Prin c ip a l 
1 0 . Ad m in is te rs  p ro p e r u s e  o f e q u ip m e n t, g ro u n d s  a n d  b u ild in g s  
1 1 . Pe rfo rm s  o th e r d u tie s  a s  a s s ig n e d  b y  th e  Prin c ip a l 


