
 
 
5/17/2021 
 
 
Position:   Coordinator for Extended Learning 
Department/Location: Central Office 
Hours:    Full-time, FLSA Exempt 
 
 
 
Organizational Scope: 
 
Reporting to the Superintendent of Schools or her designee, the Coordinator supervises the 
implementation of all programmatic, financial and office functions of the Extended Learning Program. 
These functions include registration and attendance, routine traditional office duties, student account 
and payment records, tuition correspondence with parents, accepting and recording deposits, arranging 
vacation and summer programs, the purchasing and requisition for supplies for the program and on-site 
schools, and pay administration for the Extended Learning staff.    
 
Performance Responsibilities: 

1. Supervises the development of curriculum and its implementation in the Extended Learning 
program; 

2. Hires, supervises and evaluates extended day program staff; 
3. Administers the advertisement and registration of the Extended Learning school-year and 

vacation programs and the records for those programs;  
4. Leads the Extended Learning staff in providing enrichment, recreational, social and physical 

activities in a caring environment;  
5. Facilitates the ordering of supplies and materials appropriate for the extended learning program, 

and maintains a review cycle for materials and supplies as needed;  
6. Coordinates with building leadership for scheduling and logistics of the extended learning 

program; 
7. Provides stewardship for reviewing, evaluating and making recommendations for instruction 

based on student performance and interests, and participation in enrichment and extended day 
opportunities; 

8. Supports school administration to ensure coordination of district wide best practices in 
curriculum, instruction and assessment for enrichment and extended day learning; 

9. Writes grants as appropriate to support existing programs and innovation; and 
10. Performs other tasks and responsibilities as assigned by the superintendent or her designee. 

 
 
Qualifications: 

1. Bachelor’s degree and Massachusetts Department of Elementary and Secondary Education 
licensure in any area, preferably in elementary education or early childhood education.   

2. Prior experience in a leadership or administrative role.  Prefer prior teaching experience.  
3. Ability to work under the pressure of multiple simultaneous tasks 
4. Ability to interact professionally with a diverse range of constituents. 
5. Participative work style, including ability to give and receive feedback. 
6. Ability to make decisions about how to manage and organize own workload.  



 
7. Such alternatives to the above as the Superintendent deems appropriate and acceptable.   
8. Must be able to assist in the protection of students and school property, and assist the principal 

in fire and other emergency drills as required by law and school committee policy.   
9. To perform this job successfully, an individual must be able to perform each of the essential 

duties satisfactorily, with or without reasonable accommodation.   
 

 
Terms of Employment:  Full time.  Terms and conditions of employment are generally in keeping with 
other similar positions, and are negotiated individually with the superintendent of schools.  
 
To Apply:  Apply through SchoolSpring.  See link to Schoolspring on the NRSD website:  
www.nrsd.net “Employment Opportunities”. 
 
Applicants for employment are considered without regard to age, physical, mental or psychiatric 
disability, genetics, race, religion, sex, sexual orientation, gender identity, marital status, national 
origin, or military status. 
 
 
 

http://www.nrsd.net/

