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Position Description

Summary of Position:
The Director of Middle and High School Programs is responsible for managing education-based programs that serve students ages 12-19 including the Evening Enrichment Program (ages 12-18), High School Credit Recovery Program (overage/under-accredited high school students), mentoring (in partnership with Big Brothers Big Sisters of Delaware) and the LACC’s Hispanic Student Recognition Program (annual scholarship program).  In addition, the Director will be tasked to lead the start-up and design of a comprehensive college and career program. The incumbent’s responsibilities include but are not limited to ensuring Middle and High School program outcomes, directing all department staff, and ensuring efficient communications between department programs and throughout the Division of Lifelong Learning. 
MINIMUM QUALIFICATIONS

· Bachelor’s Degree in a related area and at least one year of experience in the nonprofit field

· Experience in a supervisory/management role preferred

· Experience designing and working with youth development programs
· Effective communication and public speaking skills
· Experience with grant management preferred
Responsibilities:
Administrative and Managerial:

· Ensure completion of monthly, quarterly and annual reports

· Ensure departmental programs achieve stated outcomes

· Oversee the development of educational curriculum

· Coordinate appropriate program representation at community events

· Coordinate interdepartmental and intradepartmental communication to all personnel

· Cost-effective management of day-to-day program operations

· Recruit, hire and manage qualified personnel for all departmental programs
· Ensure departmental programs are supporting the agency’s ‘continuum of care’ referral process to serve clients holistically

· Provide performance feedback to direct report staff as needed; keep documentation. In the event of substantial performance problems, review with Vice President

· Assist with the writing, editing and submission of applicable grants when necessary

Program Development and Partnerships:

· Oversee the design and implementation of a strong academic and athletic enrichment program, ensuring its long-term excellence and sustainability.
· Oversee the design and implementation of a strong Credit Recovery Program according to School District and LACC guidelines and requirements

· Oversee the design and implementation of a strong Middle School Summer Leadership Academy, in partnership with external community organizations

· Lead the development of a career and college readiness program with the support of community partners
· Research and recommend strategies that deliver outcome based performance.

· Ensure the accurate tracking of program data and regular and consistent documentation of results.

· Ensure timely and accurate reporting to the Vice President of Lifelong Learning
· Promote the safety and well-being of the students
· Support program coordinators in resolving parent complaints or concerns.

· Create community partnerships and represent the agency to external nonprofit groups/organizations for the purpose of project collaboration

· Collaborate with other community organizations to strengthen partnerships and Lifelong Learning initiatives
· Maintain existing partnerships including (but not limited to): Big Brothers Big Sisters of Delaware, Delaware Nature Society, City-Wide Drop Out Prevention Initiative, Community of Interested Persons (Red Clay School District), College Access/Summer Melt DOE Working Group, Teach for America and other Summer Collaborative Members, United Way of Delaware, etc.
· Maintain a reporting, problem solving, concept approval and working relationship with the Vice President of Lifelong Learning, the management team and other personnel as assigned to ensure each program is in line with agency mission and focus

· Fill in for program coordinators on sick or vacation leave
Miscellaneous:

· Participate in department, leadership, and agency meetings as required

· Occasional travel throughout the state and region may be required
· Fulfill other duties as assigned
Qualifications/Skills:

· Spanish /English fluency preferred
· Computer literacy (Word, PowerPoint, Excel 2010)

· Ability to work individually and as part of a team
· Ability to communicate with various audiences (parents, colleagues, staff members, superiors)
· Ability to make quick decisions in sensitive and/or emergency situations
· Strong interpersonal, organizational and planning skills
· Effective written and verbal communication skills

Traits:

· Be driven to provide high quality programming for youth and their families
· Work urgently and be able to handle multiple tasks and initiatives at once
· Be detail-oriented and self-directed
· Act as a problem solver and creative thinker
Length of Work Year: 12 months, evening commitments are required in conjunction with Evening Enrichment Program; occasional weekend commitments also required

THE SELECTION PROCESS IS RIGOROUS AND WILL INCLUDE THE FOLLOWING:

· Review of application, cover letter and resume

· Group Interview

· Reference Checks
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