Providence Cristo Rey High School

JOB TITLE: CWS Administrative Coordinator.  This is a full-time position.  
REPORTS TO: Executive Director of Corporate Work Study 
OVERVIEW: 
The CWS Administrative Coordinator is responsible for Corporate Work Study (CWS) attendance; data entry of the Daily Checklist and entering grades into gradebook; data entry for Salesforce database. Responsibilities also include monitoring the CWS remote workers in the classroom and helping with the student job preparation and monitoring student performance. 
RESPONSIBILITIES: 

· Help develop the syllabus and rubric for the online training modules from Applied Educational Systems and other resources for the remote workers during down time
· Supervise the remote workers in the classroom
· Maintain accurate and timely grades in gradebook 

· Assist in preparing materials for summer training camp  

· Enforce expectations for students regarding attendance, dress code, conduct and other discipline issues stated within the school handbook. 

· Maintain the attendance log daily, notifying career mentors of absences. Track student attendance at work and call and /or send out attendance letters to parents. 
· Develop and maintain strong professional relationships with the students;

· Encourage students to strengthen their Christian faith;
· Provide support the Senior Director as well as the Relationship Managers with calendars, special projects, career mentor training sessions, or other duties as assigned. 

POSITION REQUIREMENTS: 
Personal Skills: 

· Experience in business administration
· Experience in management
· Sense of community and a willingness to serve others
· Self-starter who enjoys a challenge and willingly accepts responsibility
· Ability to work independently and in cooperative team setting
· Proficiency with data entry and with Microsoft Office software
· Alignment with the mission of Providence Cristo Rey High School
To apply, please contact Cindy Thompson at cthompson@pcrhs.org. 
