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J o b  D e s c r i p t i o n  
 

POSITION                             School Age Site Director – Full Time 

REPORTS TO                       Director of School Age Program 

LOCATIONS                         122 Dewitt Drive, Roxbury, MA 

UPDATED                             January 2020 

 

Job Description 

Ellis is a Boston-based nonprofit providing inner city working families with high quality early 

education and care and out-of-school time programs for youth. The goal of all Ellis programs is to 

engage, educate and empower. Learn more about us at www.ellismemorial.org. 

The Site Director has responsibility for the development and implementation of a safe and nurturing 

environment; direct responsibility for implementation of all program goals in the areas of social, 

educational and child growth and development; and provides oversight of the day to day operation of 

the program. The Site Director is also expected to observe the class, students, and group leaders as 

well as substitute for group leaders when needed. The Site Director is to also serve as the liaison 

between Boston Public Schools (BPS), Ellis’s School-Age Program, and families. 

RESPONSIBILITIES 

Site Management 

 Supervise program staff in development and implementation of age appropriate activities for a 

complete educational, social, and recreational after school program 

 Daily supervision of all program staff, activities, and goals 

 Actively participate in intake and recruitment of families for the program 

 Oversee the behavior management system and policies regarding behavior for the program 

and address violations to this policy 

 Coordinate and oversee all parent/teacher conferences, open houses, and events 

 Plan and maintain the daily program schedule 

 Develop and maintain a Parent Advisory Council (PAC) 

Education Coordinator 

 Facilitate regular contact with BPS teachers to discuss concerns and goals for each child 

 Work with staff to formalize academic goals for each child 

 Implement age appropriate activities for a complete educational, social and recreational after 

school program 

 Meet with parents to discuss academic and social-emotional goals for students 

 Organize parent events for the program that promote academics and social-emotional 

development 
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QUALIFICATIONS 

 Candidate must meet DEEC qualifications for “Director”. In addition, must have a Bachelor's 

degree in Education or related field from an accredited institution of higher learning 

 Must have demonstrated supervision and teaching work experience in a childcare setting 

 Strong ability to coordinate priorities 

 Knowledge of Boston Public School curriculum or background in education 

 Ability to maintain accurate records 

 Willing to travel to different Boston Public Schools in the area 

 Director must demonstrate the following skills: 

 Ability to communicate effectively verbally and in writing 

 Sound management and organizational skills 

 Demonstrate sound personal judgment, initiative, and resourcefulness 

 Demonstrated ability to practice effective time management and organizational skills 

Competitive salary and benefits package including vacation and sick time, health insurance, dental 

insurance, and 401k. Interested applicants can email their cover letter and resume to 

hr@ellismemorial.org 

The purpose of this description is to provide the major responsibilities of the position. It is not to be 

considered a complete statement of all elements of the work that may be performed. 


