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FLSA STATUS: 
Non-Exempt 
POSITION RATING:   
396 
CLASS SUMMARY:   
The Kids’ Company Site Supervisor is responsible for leading Kids’ Company Associates, Assistants and 
High School Student Assistants in understanding and implementing roles and responsibilities when working 
in Kids’ Company and to serve as an on-site resource for Kids’ Company rules, regulations, and procedures.   

 
TYPICAL CLASS ESSENTIAL DUTIES: (These duties are a representative sample; position 
assignments may vary.) 
 

FRE-
QUENCY 

 
1. Staffing responsibilities include the following: 

 assisting Kids’ Company Coordinator with on-site new employee orientation 
and training;  

 assigning tasks and responsibilities to staff and volunteers to achieve program 
goals;  

 providing guidance and support to staff in fulfilling their responsibilities;  
 ensuring that program is staffed according to determined child:staff ratios and 

dismissing staff in an equitable manner as necessary; and  
 adjusting staff placements as needed in case of staff absences to ensure a 

quality program. 
 

Daily 
20% 

2. Child management responsibilities include the following: 
 ensuring that all staff use appropriate behavior guidance techniques; 
 ensuring that accommodation plans are implemented as necessary for student 

success; 
 actively engaging with children during all program hours; 
 implementing a behavior guidance plan in accordance with program policy 

and philosophy; 
 implementing a student tracking system so that staff members are accountable 

for all students whereabouts at at times;  
 minimizing large group activities by segmenting children in small groups 

whenever possible; and 
 ensuring all students are under the direct supervision of Kids’ Company staff at 

all times. 
 

Daily 
20% 
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3. Site management responsibilities include the following: 
 ensuring that all program and district materials and equipment are used 

properly and are well maintained; 
 ensuring that the program is compliant with district, school, and program 

policies and procedures; 
 developing and maintaining files on all enrolled students; 
 maintaining records related to attendance, equipment supplies, timesheets, 

etc.; and 
 monitoring timesheets of staff for accuracy; 
 following the established child nutrition procedures relating to breakfast and 

snacks (ordering, sanitizing, etc.); 
 maintaining the appearance of program space; and 
 submitting requests for supplies and equipment to the Kids’ Company 

Coordinator as needed. 
 

Daily 
20% 

4. Curriculum development responsibilities include the following: 
 developing and implementing curriculum activities that are age-appropriate 

and that will meet the needs of every child’s styles, abilities, and interests; 
 completing and posting weekly lesson plans and a daily schedule; and 
 planning the use of space, physical set-up, equipment and games. 

Daily 
20% 

 
 

 

   
5. Communication responsibilities include the following: 

 communicating program guidelines, procedures, and policies to children, 
parents, and staff; 

 greeting parents and children each morning and afternoon; 
 communicating any issues or concerns with children, parents, or staff to the 

Kids’ Company Coordinator; 
 communicating regularly with building staff, program staff, and parents; 
 developing a positive relationship with district staff and the community; 
 attending regularly scheduled staff meetings; 
 attending 2% of total annual hours of inservice training; 
 observing confidentiality; and 
 maintaining professional boundaries at all times. 

Daily 
20% 

   
6. Performs other duties of a similar nature or level. 

 
As Required 

   
 



Watertown-Mayer ISD #111 
CLASS SPECIFICATION 

 
CLASS SPECIFICATION TITLE:  Kids’ Company Site Supervisor 

 
 

   
                                                                                     3   
 

TRAINING AND EXPERIENCE (positions in this class typically require): 
 High school diploma or equivalent and possession of a child development certificate or completion of 

two years of postsecondary education in child development, recreation, education, or a related field 
(with 4-year degree preferred); or 

 an equivalent combination of education and experience sufficient to successfully perform the essential 
duties of the job such as those listed above. 

 
LICENSING REQUIREMENTS (positions in this class typically require): 
 None 
 
KNOWLEDGE (position requirements at entry): 
 Educational settings; 
 Modern office equipment; 
 Organizational methods 
 
SKILLS (position requirements at entry): 
 Operating a computer and using applicable software applications; 
 Prioritizing and assigning work; 
 Following oral and written directions; 
 Providing assistance to children; 
 Operating modern office equipment; 
 Developing student social skills; 
 Modeling appropriate behaviors; 
 Maintaining confidentiality; 
 Collecting and organizing data and information; 
 Maintaining order and safety with groups of children; 
 Resolving conflict; 
 Communication, interpersonal skills as applied to interaction with coworkers, supervisor, the general 

public, etc. sufficient to exchange or convey information and to receive work direction. 
 
PHYSICAL REQUIREMENTS:  
 Positions in this class typically require:  climbing, balancing, stooping, crouching, reaching, standing, 

walking, pushing, pulling, lifting, fingering, grasping, feeling, talking, hearing, seeing and repetitive 
motions. 

 Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, 
and/or negligible amount of force constantly to move objects.  If the use of arm and/or leg controls 
requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the 
job is rated for Light Work. 

 Incumbents may be subjected to fumes, odors, dusts, blood and other bodily fluids, workspace 
restrictions, intense noise, and extreme temperatures. 

 
NOTE:   
The above job description is intended to represent only the key areas of responsibilities; specific position 
assignments will vary depending on the business needs of the department. 
 
CLASSIFICATION HISTORY:  
Approved by the School Board on 05/23/11 
 

 


