An Achievable Dream, Inc.

Job Description
Job Title:


Director of Middle School Program
Department:


An Achievable Dream, Inc.

Reports To:
Director of Curriculum and Collegiate Services and Vice President of Academics/COO
Coordinates With:
Director of Operations and Student Services and Lynnhaven Middle School Principal 
Date:



January 17, 2018
Job Description Summary: (Purpose and Scope)

The purpose of this position is to assist the An Achievable Dream, Inc. administration and middle school principal with the implementation and maintenance of the An Achievable Dream culture.  The scope of the position includes interaction and collaboration with students, parents, community members, and school administration.
Essential Duties and Responsibilities:
· Assists in developing a cohesive culture among the An Achievable Dream students and staff and the traditional Lynnhaven students and staff.
· Monitors the student’s academic progress and develops intervention plans as necessary. 
· Maintains, monitors, and evaluates the social, academic, and moral goals set for the middle school program.
· Manages the “What It Takes” Program and coordinates with corporate partners.
· Oversees the morning program and social rotation classes.
· Oversees the Saturday School program.
· Schedules and organizes field trips.
· Coordinates the student’s participation in sports and clubs to ensure students are meeting the academic requirements to participate.
· Monitors the adherence to the dress code/uniform policy by An Achievable Dream students to include a tracking system on uniform/dress code violations.
· Oversees student recruitment for the middle school program.
· Coordinates with the school counselor and administration on student course selection.
· Operates the school bookstore which includes maintaining accurate inventory of the bookstore and submitting purchase orders when needed.
· Visit classrooms to monitor instruction and behavior.
· Develop professional development sessions and seek professional development opportunities for teachers and staff.
· Participate in special education meetings and SRT (student response team) meetings, as necessary.
· Performs any other related duties as assigned by the Vice President of Academics, Director of Curriculum and Collegiate Services, and Lynnhaven Middle School Principal.
Education and Experience:

Position requires a bachelor’s degree in education.  Must possess the ability to establish effective partnerships with community agencies/businesses and provide program planning.  Must possess excellent communication, interpersonal, and organizational skills.  Must possess the ability to establish and maintain effective working relationships with teachers, students, the community, administrators and business/industry leaders.

Licenses/Certifications:

· None required 

Experiences and Skills:

· Ability to work tirelessly to fuse program initiatives with public school initiatives without conflicts in schedule or philosophy.

· Interpersonal and communication skills are required in working with students, parents, staff, administrators, donors, and board members.

· Excellent leadership, strategic thinking and communication skills.
· Ability to establish and maintain effective working relationships with school division personnel, parents/guardians, the community, and administrative staff.
Technical Skills:

· To be proficient in Microsoft Office 98/2000.

Working Conditions:

· Work is normally performed in a typical interior/office work environment.

· Involves various travel situations (high schools, home visits, etc.)
Physical Effort:

· No or very limited physical effort required.

Environmental Conditions:

· No or very limited exposure to physical risk.

