
 

After-School Aide 
Position Summary 
This is a hired position that assists the Early Learning Center (ELC) Director with the implementation of a 
quality program that enriches the students spiritually, academically, socially, emotionally, and physically. 
The after-school aide will maintain a safe and educational learning environment for young children by 
successfully implementing the program curriculum and daily program activities. Daily expectations 
include leading children in table activities; supervising homework, snack, and gym or outdoor play; 
assisting children with day-to-day needs; maintaining a clean environment; and leading group activities. 
The after-school program operates on school days from 3:00 – 5:45 p.m., and the after-school worker 
will be scheduled as needed, most likely ranging from 2:30 – 6:00 p.m. This part-time position is 
compensated on an hourly basis and is responsible to the ELC Director. 

Qualifications (in order of preference) 
 Lives the Christian faith as defined by the Wisconsin Evangelical Lutheran Synod. 

 Has experience working with young children in learning situations. 

 Is a graduate of an accredited high school or has an equivalent educational experience.  

 Is certified in First Aid and CPR or in willing to become certified. 

Primary Duties and Responsibilities 
 Implements the program curriculum as planned by the ELC Director. 

 Develops and maintains professional working relationships through effective and timely 
communication with the program director, other program personnel, and other building staff 
members such as the principal, teachers, custodians, and food service personnel.  

 Works cooperatively and effectively as a team member by communication and contributing to 
information on a continuous basis. 

 Assists the program director in addressing the ongoing needs of the students and parents. 

 Implements program procedures effectively to ensure the safety of all participants. 

 Observes, monitors, and participates in children’s play activities.  

 Efficiently redirects inappropriate student behaviors and implements the program discipline 
system to effectively monitor and guide proper student behavior. 

 Reports any concerns and questions regarding the program (students, parents, equipment 
needs, supplies, other staff) to the program director.  

 Maintains accurate and organized records such as attendance records, snack records, 
timesheets, incident reports, and all other paperwork as instructed by the program director.  

 Helps prepare snacks for the children and clean up the kitchen and snack area. 

 Assists in cleaning and straightening of the room and equipment before, during, and after the 
program. 

 Continues professional development by attending staff meetings and trainings.  
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