COMMUNITY ACTION PARTNERSHIP of KERN
Activity Specialist

            Disclaimer: Job descriptions are written as a representative list 
                     of the ADA essential duties performed by a job class. They cannot include nor are they 
                              intended to include all duties performed by all positions occupying a class.
Salary Range   Grade 4        FLSA Status: Non-exempt
       Date Approved: 1/28/14
SUMMARY: 
The Activities Specialist is responsible for assisting in the planning of After-School and Summer Program activities that are designed to stimulate learning and self- concept for students of various ages and diverse backgrounds.  In addition, the Activity Specialist is responsible for the recruitment of program participants, and for tracking program enrollment.  

SUPERVISION RECEIVED:
Receives supervision from Program Manager
SUPERVISION EXERCISED:
None.

DUTIES AND RESPONSIBILITIES:

Disclaimer – This list is meant to be representative, not exhaustive. Some incumbents may not perform all the duties listed or may perform related duties as assigned. Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.
A. Essential Job Specific Duties:
1. Provide educational and recreational activities for program participants.

2. Assist with the identification of students and families who meet the program’s eligibility requirements.

3. Enroll students and families who meet all eligibility requirements.

4. Assist in creating program activities and lesson plans for the program participants.
5. Provide supervision for the program participants.

6. Responsible for the inventory of art supplies, snacks and sports equipment.

7. Participate in participant/parent conferences as requested.

8. Responsible for maintaining participant’s, and volunteer sign-in sheets.  

9. Responsible for the safety of the program participants.

10. Responsible for providing the participants with homework assistance.

11. Must attend and participate in any required meetings.


12. Perform other duties as assigned.

13.  Responsible for providing transportation for the program participants, as follows:

a. Program participants are to be picked up at their school sites according to routes and route schedules and transported to the Center.
b. Provide transportation for program field trips as required.
c. Maintain order among children being transported.

d. Ensure that the CAPK vehicle usage form and mileage form have proper documentation with proper signatures.

e. Follow all safety and transportation procedures.

14. Maintenance of vehicle:

a. Responsible for fuel credit card and all receipts for fuel purchases.

b. Responsible for cleanliness and safety.

c. Maintain good operating condition.

d. Notify supervisor if vehicle is in need of repairs, etc.

e. Maintain daily vehicles mileage and maintenance logs.

f. Follow weekly vehicle cleaning schedule.

B. Other Job Specific Duties:
1. Attend all meetings, and trainings as assigned.

2. Maintain safe and functional work environment.

3. Work alternative hours as required.

4. Is proactive in the program effort to recruit and enroll families that qualify for Partnership programs.
5. Perform other like duties as assigned.
MINIMUM QUALIFICATIONS:

The requirements listed below are representative of the knowledge, skills, and abilities required to satisfactorily perform the essential duties and responsibilities.
Knowledge of:

Agency policies and procedures
Applicable federal, state, and local laws, codes, and regulations
Departmental policies and procedures
Ability to:
Ability to communicate effectively

Good interpersonal skills.

Willingness to attend evening and weekend meetings

Effectively present program to the general public.

Establish professional working relationships.
EDUCATION AND EXPERIENCE:
The following requirements generally demonstrate possession of the minimum requisite knowledge and ability necessary to perform the duties of the position.
1. Associate degree in Behavioral Sciences or related fields desired.

2. Knowledge of:

a. Needs of children and families.

b. Child Development and /or recreational background.

c. Knowledge of principles and techniques of instructional aide work.

d. Knowledge of classroom health and safety procedures.
OTHER REQUIREMENTS

· Possession of a valid California Driver’s License and State automobile insurance, and acceptable driving record substantiated by a DMV printout.

· Must be fingerprinted and have such records filed with the State Department of Social Services, Community Care Licensing.

· Successful completion of physical, drug, & TB screening at time of employment and annually thereafter.

· Bilingual (English/Spanish) desirable. 
WORK ENVIRONMENT:

The work environment characteristics described are representative of those an employee encounters in performing the essential functions of this job.

· Work is primarily performed indoors.
· Noise level is quiet to moderately quiet.
· Hazards are minimal.
ESSENTIAL PHYSICAL DEMANDS:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of the job. Reasonable accommodations may be made to enable employees with disabilities to perform the essential duties. 

	POSITION TITLE    Activity Specialist

	ACTIVITY

(HOURS PER DAY)
	NEVER

0 HOURS
	OCCASIONALLY

UP TO 4 HOURS
	FREQUENTLY

4-8 HOURS

	Sitting
	
	
	x

	Walking
	
	
	x

	Standing
	
	
	x

	Bending (neck)
	
	
	x

	Bending (waist)
	
	
	x

	Squatting
	
	X
	

	Climbing
	x
	
	

	Kneeling
	
	X
	

	Crawling
	x
	
	

	Twisting (neck)
	
	
	x

	Twisting Waist
	
	
	x

	Is repetitive use of hand required?
	
	
	x

	Simple Grasping (right hand)
	
	
	x

	Simple Grasping (left hand)
	
	
	x

	Power Grasping (right hand)
	
	X
	

	Power Grasping (left hand)
	
	X
	

	Fine Manipulation (right hand)
	
	
	x

	Fine Manipulation (left hand)
	
	
	x

	Pushing & Pulling (right hand)
	
	x
	

	Pushing &Pulling (left hand)
	
	x
	

	Reaching (above shoulder level)
	
	x
	

	Reaching  (below shoulder level)
	
	x
	


	
	LIFTING
	CARRYING

	
	never

0 hours
	occasionally

up to 4 hours
	frequently

4-8 hours
	never

0 hours
	occasionally

up to 4 hours
	FREQUENTLY

4-8 hours

	0-10 lbs
	
	
	x
	
	
	x

	11-25 lbs
	
	x
	
	
	x
	

	26-50 lbs
	
	x
	
	
	x
	

	51-75lbs
	x
	
	
	x
	
	

	76-100lb
	x
	
	
	x
	
	

	100lbs+
	x
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