
     

The Y: We’re for youth development, healthy living, and social responsibility. 
 

 

RIVER VALLEY REGIONAL YMCA 
SCHOOL AGE CHILD CARE DIRECTOR JOB DESCRIPTION 

 
 
 
Job Title: School age Child Care Director Branch Location: Williamsport 
Reports to: Branch Executive Director 
  
  

POSITION SUMMARY: 

The School age Childcare Director will function as an integral part of Williamsport Branch. This person will be 
responsible for planning, implementing, and supervising the daily routines at program sites. They will maintain 
the safety and well-being of the children in Kindergarten through 6th grade. They will maintain open 
communication with our parents and program staff. 

ESSENTIAL FUNCTIONS: 

1. Manages, directs and coordinates the child care programs for assigned locations. Ensures high quality 
programs and establishes new program activities. Expands program within the community in accordance with 
strategic and operating plans. 

2. Develops and maintains relationships with state child care licensing agency, school administration, parent 
groups and other organizations and agencies related to assigned programs. Responds to all agency, parent 
and community inquiries and complaints in a timely manner. 

3. Review and monitor classroom lesson plans and newsletters providing feedback when necessary. Ensure 
programs are incorporating learning standards and individualization into lesson plans. 

4. Lead the Programs, follow DPW standards, Keystone Stars standards, and YMCA policies and conduct. 
5. Recruit, retain, motivate, evaluate, train, mentor and lead the staff team to ensure a high quality program. 
6. Build strong relationships with our school partners to ensure good communication while the programs operate 

in offsite spaces. 
7. Complete monthly paperwork accurately. Make sure all registrations are completed, processed and paid in a 

timely manner. Make sure all emergency forms, physicals, and agreements are up to date. Complete 
attendance forms, sign in logs, and food program counts. 

8. Actively engage in activities with the children. 
9. Coordinate the planning of in-service days, days off, and snow cancellations, activities and trips. 
10. Maintain monthly paperwork such as attendance forms, sign in logs, and food program. 
11. Ensure rooms are kept clean, organized and safe. Always checking for chipping paint and other licensing 

regulations. 
12. Be able to communicate well with parents and address any issues or concerns. Reach out to any parents who 

need extra attention. 
13. Must keep up with the Keystone Stars (Quality rating) requirements and maintain a strong and inviting 

center. 
14. Must be comfortable working with school age children. 
 

 



SCHOOL AGE DIRECTOR JOB DESCRIPTION 
 
 

The Y: We’re for youth development, healthy living, and social responsibility. 

YMCA COMPETENCIES (Leader): 

Mission Advancement: Accepts and demonstrates the Y’s values. Demonstrates a desire to serve others and fulfill 
community needs. Recruits volunteers and builds effective, supportive working relationships with them. Supports 
fund-raising. 
Collaboration: Works effectively with people of different backgrounds, abilities, opinions, and perceptions. Builds 
rapport and relates well to others. Seeks first to understand the other person’s point of view, and remains calm in 
challenging situations. Listens for understanding and meaning; speaks and writes effectively. Takes initiative to 
assist in developing others. 
Operational Effectiveness: Makes sound judgments, and transfers learning from one situation to another. 
Embraces new approaches and discovers ideas to create a better member experience. Establishes goals, clarifies 
tasks, plans work and actively participates in meetings. Follows budgeting policies and procedures, and reports all 
financial irregularities immediately. Strives to meet or exceed goals and deliver a high-value experience for 
members. 
Personal Growth: Pursues self-development that enhances job performance. Demonstrates an openness to 
change, and seeks opportunities in the change process. Accurately assesses personal feelings, strengths and 
limitations and how they impact relationships. Has the functional and technical knowledge and skills required to 
perform well; uses best practices and demonstrates up-to-date knowledge and skills in technology. 
 
 
QUALIFICATIONS: 
 
-Must be 18 years and have obtained a BS degree, AA degree, within Education field 

-Compliant with Act 33 (Child Abuse), Act 34 (Criminal History) and  FBI clearances. 

-Bi-Annual physical examination and TB test must be on record. 

-Must obtain or hold current CPR and First Aid Certification. 

-Must obtain a Water Safety Certificate. 

-Must provide two reference letters to acknowledge your work ethic. 

 
PHYSICAL DEMANDS 

1. Ability to plan, lead and participate in activities. 

 
I have read, understand, and accept the job description as written. 

 
 
 
 
 
 
 

_________________________    _______________________    ____________________ 
                  Printed Name of Employee            Signature of Employee                       Date 
 
 
 
 
 
 


