
                                                                                                                                      
 
Position Title:    Children’s Program Director 
Position Status:   Part-time (15 to 20 hours a week) 
Position Classification:  Non exempt  
Reports to:    VP Latino Outreach  
Department:    Siempre Padres 
Effective Date:    August 22, 2016 
 
Time Commitment 
Programming: Monday evenings from 5:00 to 7:30 pm, and Wednesday evenings 5:00-8:00 pm. 
Occasional weekend commitments.  
Planning time: 10 hours flexible during the week 

 
About Urban Ventures 

Urban Ventures is a faith-based, non-profit with the mission of empowering individuals and strengthening 
families to transform urban communities in the Twin Cities. Siempre Padres is a program of Urban 
Ventures. The organization serves primarily the neighborhoods in South Minneapolis, an area rich in 
culture and diversity. 

  
Major Responsibility 
The Children’s Program Director applies his/her passion to manage, develop, organize and oversee all 
the logistics of the Siempre Padres children’s program. (6 months-12 years)  
 
Specific Responsibilities 
Manage volunteers 

 Recruit volunteers by communicating, making presentations, and sending publications to different 
colleges  

 Collect all needed paperwork previous to volunteering 

 Train volunteers about UV in general, and Siempre Padres program specifically 

 Enter volunteers contact information in the CERVIS data software 

 Interface with UV Volunteer Coordinator about needs, outreach and volunteer orientations, etc. 

 Maintain clear and prompt communication with volunteers and address concerns or suggestions  

 Create monthly volunteer newsletter 

 Send curriculum, line up, family page and newsletter in a prompt timeframe 

 Send thank you notes, birthday wishes and encouragement notes when appropriate 

 Supervise volunteers in all areas of operation: serving food, managing check-in, teaching classes 

 Create a culture of trust and teamwork before and after programing 

 Create appropriate volunteer reports as needed 

 Organize the bi-annual volunteer appreciation event 
 
Curriculum (6 months-2, 3-5, 6-8, 9-12) 

 Review prepared lesson plans/family pages and assure relevancy for each class 

 Update lesson plan videos, activities or books, if needed 

 Prepare weekly bins with all materials for each class 

 Purchase all materials needed for the lesson plans and family page activities 

 Maintain the materials closet in order and updated inventory 
 
Class and Teaching 

 Reserve specific classrooms or gym when needed 

 Schedule classroom rotations to observe volunteers and implement changes, if needed 

 Setup and clean up the assigned classrooms with the help of volunteers 

 Teach as a teacher assistant as needed 
 
Support Siempre Padres program and follow UV mission and holistic approach 

 Attend the weekly programing meeting with the Siempre Padres staff 

 Communicate with Music Academy or Learning Lab director to address collaboration between 
programs as needed 

Urban Ventures Leadership Foundation 
 
Job Description 

 



 Maintain high professional and ethical standards, modeling for youth a Christ-centered lifestyle 
 

     
   
Qualifications 

 In process of achieving or has completed a Bachelor’s degree in Education, Communications, 
Social Work, Youth Ministry or related field preferred 

 Ability to motivate, teach, guide, and lead children/youth in a positive manner  

 Fluency in Spanish and understanding of Latino culture and urban cultural diversity is desired 

 Ability to work independently as well as with a team of fellow youth workers 

 Flexible, yet willing to commit to a consistent schedule 

 Ability to work responsibly with minimal supervision 

 Clear and concise written and verbal communication, presentation and organizational skills  

 Able to align with and articulate the mission and values of Urban Ventures 
 


