
 
Saint Philip School 

Part Time Extended Care Coordinator Position 
Job Description 

 
The Roman Catholic Diocese of Providence acknowledges that the Catholic School employee is             
vital to the educational mission of the Church. The employee not only stimulates the acquisition               
of knowledge and understanding, but serves as a consistent, joyful and living witness to the               
teachings of Christ. 
 
Saint Philip School is seeking a responsible, creative, and enthusiastic person to serve as a               
part time Extended Care Coordinator to oversee the daily operations of our afterschool             
program.  
 
The Saint Philip Extended Care Program provides children with a safe and caring environment              
where they can relax, play, complete homework, and participate in various organized activities.             
Program goals encompass Christian development, promoting positive peer interactions and          
growth in mind, body and spirit during non-academic hours.  
 
A coordinator must be willing to support the philosophy, values, and activities of the school, and                
be of good character. 
 
This position is responsible for but not limited to the following duties: 
*Organize the students for attendance and prayer before snack. 
*Reference any daily notes sent to the program by parents or administration.. 
*Obtain walkie-talkies and ensure that all staff are equipped properly before activities. 
*Assign staff to duties as needed: snack preparation, restroom monitoring, parish center or             
playground supervision, etc. 
*Supervise and assist pupils in choosing activities and playing harmoniously during group            
activities. 
*Organize activity of the day and monitor students and staff that participate. 
*Confirm identification and appropriateness of persons picking up students from the program. 
*Take all necessary and reasonable precautions to protect students, equipment, materials, and            
facilities. 
*Assist in upholding and enforcing school rules and administrative regulations. 
*Oversee the maintaining of neat, organized play and storage areas. 
*Create a monthly calendar of events. 



*Monitor snack needs and complete ordering sheets for snacks and craft needs. 
*Purchase craft supplies as necessary, after approval from the director. 
*Submit budget order for materials needing replacement or for additions to the extended care              
supplies. 
*Maintain open lines of communication with students, parents, colleagues and the director            
concerning any emotional or behavior issues with students. 
*Establish and maintain cooperative professional relations with others. 
*Perform related duties as assigned by the extended care director and/or administration in             
accordance with diocesan and school policies and practices. 
 
Please send all inquiries to the attention of Martha Venter, Director of Extended Care at  
mventer@stphilipschool.com  or (401) 949-1130. 
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