Super Stars Literacy Position Description

Teaching Assistant

	Key Responsibilities
	Assist the after school teacher  by offering in-class assistance as needed such as:

· Using proximity to manage behavior
· Distributing/collecting learning materials

· Addressing students’ questions during independent work and homework time
· Monitoring/participating in structured play during recess.  

After school teacher assistants may also support the after school teacher outside of program hours in several ways including:

· Creating learning materials

· Grading student work

· Posting bulletin boards.  

After school teacher assistants may also serve as small group instruction assistants and tutors when available.  (See position descriptions for small group instruction assistants and tutors). 

	Location
	 Oakland: Hoover Elementary, Think College Now & International Community School, Lazear Elementary, Brookfield Elementary, East Oakland PRIDE Elementary, Cox/Reach Academy

Hayward: Longwood Elementary

	Time Commitment
	Our program runs weekdays from 2:45 to 5:00 (1:00 to 5:00 on Wednesdays).  Group leader assistants must commit to serving for a full program day at least once per week for a minimum of ten weeks.  Group leader assistants should arrive prior to the start of program on a regular basis to receive instruction from the group leader and discuss evolving responsibilities. 

	Qualifications
	· Experience working with children in an elementary school environment preferred
· Communication skills necessary to work with children, teachers, school administrators, families, and other volunteers

· High School Diploma/Equivalent -or- Current High School Student

· Experience working with diverse communities preferred

· Bilingual Spanish/English desirable but not necessary

· Ability to spark curiosity, creativity and confidence in young students

	Requirements
	All volunteers are required to complete:

· Live Scan Fingerprinting and TB clearance

· New volunteer application

· Phone interview

· Volunteer orientation and start-up training

	Benefits


	· Feel the reward of giving back to the community and helping children learn to read

· Gain classroom management and teaching experience

· Receive training and feedback from experienced literacy teachers 

· Attain service learning hours or college credit

	Training & Support Provided


	Volunteers will be given a Super Stars Literacy orientation and start-up training.  Additional training sessions are offered on an on-going basis.


Super Stars Literacy Position Description

Small Group Instruction Assistant
	Key Responsibilities
	Each day, small groups of students rotate between “centers,” regions in the room where literacy activities are set up for students to review skills.  Small group instruction assistants will manage a single center by leading literacy activities with rotating small groups.

	Location
	 Oakland: Hoover Elementary, Think College Now & International Community School, Lazear Elementary, Brookfield Elementary, East Oakland PRIDE Elementary, Cox/Reach Academy

Hayward: Longwood Elementary

	Time Commitment
	Our program runs weekdays from 2:45 to 5:00 (1:00 to 5:00 on Wednesdays).  Students rotate between centers from about 3:20 – 4:20 each day.  We ask that centers managers commit to at least one hour per week for a minimum of ten weeks. 

	Qualifications
	· Experience working with children in an elementary school environment preferred
· Communication skills necessary to work with children, teachers, school administrators, families, and other volunteers

· High School Diploma/Equivalent -or- Current High School Student

· Experience working with diverse communities preferred

· Bilingual Spanish/English desirable but not necessary

· Ability to spark curiosity, creativity and confidence in young students

	Requirements
	All volunteers are required to complete:

· Live Scan Fingerprinting and TB clearance
· New volunteer application

· Phone interview

· Volunteer orientation and start-up training

	Benefits


	· Feel the reward of giving back to the community and helping children learn to read

· Gain experience in providing early literacy instruction and receive training and feedback from experienced literacy teachers. 

· Attain service learning hours or college credit. 

	Training & Support Provided


	Volunteers will be given a Super Stars Literacy orientation and start-up training.  Additional training sessions are offered on an on-going basis.


Super Stars Literacy Position Description

One-on-one Tutor

	Key Responsibilities
	As a volunteer tutor, you will work one-on-one with a K-2nd grade student, leading literacy games and activities designed to accelerate learning.  

	Location
	 Oakland: Hoover Elementary, Think College Now & International Community School, Lazear Elementary, Brookfield Elementary, East Oakland PRIDE Elementary, Cox/Reach Academy

Hayward: Longwood Elementary

	Time Commitment
	Our program runs weekdays from 2:45 to 5:00 (1:00 to 5:00 on Wednesdays).  Volunteer tutors are needed for at least one hour per week during program hours, for a minimum of 10 weeks.

	Qualifications
	· Experience working with children in an elementary school environment preferred
· Communication skills necessary to work with children, teachers, school administrators, families, and other volunteers

· High School Diploma/Equivalent -or- Current High School Student

· Experience working with diverse communities preferred

· Bilingual Spanish/English desirable but not necessary

· Ability to spark curiosity, creativity and confidence in young students

	Requirements
	All volunteers are required to complete:

· Live Scan Fingerprinting and TB clearance
· New volunteer application

· Phone interview

· Volunteer orientation and start-up training

	Benefits


	· Feel the reward of giving back to the community and helping a child learn to read

· Gain experience in providing early literacy instruction and receive training and feedback from experienced literacy teachers. 

· Attain service learning hours or college credit. 

	Training & Support Provided


	Volunteers will be given a Super Stars Literacy orientation and start-up training.  Additional training sessions are offered on an on-going basis.  


Super Stars Literacy Position Description

Field Trip Volunteer

	Key Responsibilities
	Field trip volunteers will travel with kindergarten through second grade students to local libraries, museums, zoos, and parks, offering as needed assistance with tasks such as sign-in/attendance, preparing/distributing lunches and snacks, chaperoning students, and leading tours.  

	Location
	Field trip destinations include local libraries, Chabot Space and Science Center, Lawrence Hall of Science, San Jose Tech Museum, California Academy of Arts and Sciences, Oakland Zoo, and East Bay Regional Parks.  Buses depart from 9 different school sites in Oakland and Hayward. 

	Time Commitment
	Field trips take place throughout the school year on Saturdays.  Each trip lasts between 3 and 6 hours.  

	Qualifications
	· Experience working with children in various settings inside and outside of the classroom preferred

· Communication skills necessary to work with children, teachers, school administrators, volunteers, families, and field trip location staff

· High School Diploma/Equivalent -or- Current High School Student

· Experience working with diverse communities preferred

· Bilingual Spanish/English desirable but not necessary

· Ability to spark curiosity, creativity and confidence in young students

· Field trip location-specific knowledge (ie: Astronomy, Zoology) desired but not necessary

	Requirements
	All volunteers are required to complete:
· New volunteer application

· Phone interview

· Volunteer orientation and training 

	Benefits


	· Take trips to local libraries, museums, parks, and zoos 

· Share your expertise in Astronomy, Zoology and other Arts and Sciences with curious young minds

· Give back to the community and make a difference in the life of a child!

	Training & Support Provided


	Volunteers will attend an orientation and training on the morning of the field trip or during an evening prior.  Super Stars Literacy staff will be present at all times during the trip and will offer assistance as needed. 


Super Stars Literacy Position Description

Family Reading Night Volunteer

	What is Family Reading Night?
	Family Reading Night is a fun-filled evening devoted to literacy.   Students and families gather together for dinner, raffles, and performances and then split off into groups to participate in grade-level-specific literacy activities throughout the school building.  Book drives are held in advance enabling every child to leave the event with a free book in hand.  Parents and families also have the opportunity to attend informational sessions about childhood development and ways to promote literacy outside of the classroom.  

	Volunteer  Responsibilities
	Family Reading Night Volunteers can support event coordinators in a variety of ways:

· Organize a book drive, sort and distribute books

· Prepare and serve dinner

· Greet families, facilitate sign-in, and distribute raffle tickets

· Lead a grade-level-specific activity for a group of students and families (ie: making bookmarks, story time) 

· Lead an informational session for parents and families (ie: the importance of the bedtime story, how to read aloud to your child, how to pick books on your child’s reading level)

	Location
	Cox Academy & Reach Academy                 Brookfield Elementary

9860 Sunnyside St.                                      401 Jones Ave.
Oakland, CA 94603                                      Oakland, CA 94603-1123

	Time Commitment
	Family Reading Nights take place three times throughout the school year on weekday evenings.  Festivities last between one and two hours. 

	Qualifications
	· Experience working with children in an elementary school environment preferred
· Communication skills necessary to work with children, teachers, school administrators, families, and other volunteers

· High School Diploma/Equivalent -or- Current High School Student

· Experience working with diverse communities preferred

· Bilingual Spanish/English desirable but not necessary

· Ability to spark curiosity, creativity and confidence in young students

	Requirements
	All volunteers are required to complete:
· New volunteer application

· Phone interview

· Volunteer orientation and training 

	Benefits


	· Feel the reward of giving back to the community, and getting students and families excited about reading

· Share your literacy/childhood development expertise with parents and families

· Attain service learning hours or college credit.

	Training & Support Provided


	Volunteers will be given a Super Stars Literacy orientation and training prior to the event. Volunteers interested in leading activities or information sessions can collaborate with Super Stars Literacy Staff to come up with ideas and obtain the necessary materials.  Volunteers with a background in teaching or with other literacy-related expertise have the opportunity to take full leadership of an activity and to train others to support them. 


