
 
 
 
 

Learning Club Assistant Site Director 
Job Description 

  

The Learning Club is seeking a passionate, dependable Assistant Site Director to support our 
Learning Club programs. This role plays a key part in creating structured, positive, and engaging 
environments for students, supporting behavior needs, assisting volunteers and students, and 
helping ensure high-quality program implementation. The ideal candidate builds strong 
relationships, understands the communities we serve, and serves as a positive role model for our 
students. 
 
Job Requirements:  

●​ Experience working with school-age youth preferred 
●​ Strong communication and relationship-building skills 
●​ Ability to work until approximately 5pm, 2–3 times per week during the school year 
●​ Ability to lift/carry up to 25 pounds and walk short distances, including stairs 
●​ Ability to drive a personal vehicle daily to Learning Club sites in Kansas City, KS 
●​ Active and valid driver’s license and proof of insurance 
●​ Clear Learning Club background check 

 
Key Responsibilities: 

1.​ Program Implementation & Student Support 
●​ Assist with student management using consistent expectations and positive 

behavior strategies 
●​ Help create a structured and safe learning environment 
●​ Support implementation of program activities, lessons, and routine 
●​ Assist with attendance, sign-ins, surveys, and other program record-keeping 
●​ Help set up spaces before each session and ensure proper cleanup and secure 

closing 
●​ Help with organizing and serving snacks and food. 

2.​ Program Operations 
●​ Participate in staff planning meetings before each session 
●​ Maintain session materials, supplies, and equipment 
●​ Assist with ensuring facilities are ready, safe, and well-organized throughout 

programming 
●​ Support communication to students and volunteers where appropriate (within 

policy) 
 



3.​ Additional Responsibilities 
●​ Assist with occasional special events, celebrations, or school-based activities 
●​ Support the Program Director and Site Director with other duties as assigned to 

ensure smooth and effective program operations 
 

Position information:  
●​ Part Time: 20 - 25 hours per week; Hourly; non-exempt. 
●​ Schedule: Mon, Tues, Thurs 12 -5pm, Wed 10 - 3pm. (Starting time can be adjusted if 

needed.) 
●​ Office at 3027 N. 54th St. in Kansas City, Kansas. Work is performed on-site in an office, 

schools, and community centers throughout KCK. No remote options are available. 
●​ Compensation:  

○​ $18-20 an hour based on education and experience. 
○​ $40 monthly phone stipend if using personal phone for Learning Club 

correspondence 
○​ Paid Time Off for all full- and part-time employees 

 

Learning Club is an equal opportunity employer. We do not discriminate in advertising, hiring, or employment based on 
race, color, religion, sex (including pregnancy, sexual orientation, and gender identity), national origin, ancestry, disability, 
age, genetic information, or any other status protected by applicable law. We also prohibit retaliation. 
 

Employment with Learning Club is at-will. 

 
Inquiries and résumés can be sent to Jobs@LearningClubKCK.org 
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