Saint Martin de Porres High School

Cleveland

JOB DESCRIPTION

VOLUNTEER Educational Aid 2011 - 2012
Saint Martin de Porres High School is looking for a volunteer to be part of an innovative urban college-prep high school experience. 

Our school’s mission is to educate academically qualified students who have no other option for a private college prep program due to their economic background. Our goal is 100% high school graduation rate and acceptance into a four year accredited university. 

As a community we emphasize student growth in the areas of “WORK, STUDY, SERVICE, LEADERSHIP and PRAYER.”

To help alleviate the cost of tuition every student is part of the Corporate Work Study Program (CWSP). All students work five days a month. This work component assigns student jobs in entry level administrative corporate positions. The work program covers approximately 75% of the annual tuition. The school is not driven by the cost of tuition.

Educational Aid responsibilities at Saint Martin de Porres High School include but not limited to:

· Supervise and instruct students.  

· Assist with small group instruction.

· Substitute teacher as needed.

· Assist teachers with instructional, clerical, and supervisory tasks.

· Assist in planning liturgical and service activities for campus ministry
· Assist Food Services Manager in school nutrition program.

A candidate for the position at Saint Martin de Porres High School should be: 

· Able and willing to work 40 hours per week.

· Open to working with students in an urban setting. 

· Is comfortable in an educational setting that has a philosophy founded in a professional collaborative effort.

· Has demonstrated the ability and is prepared to continue to be flexible in all matters involving teaching, school administration and program development.

· Must be comfortable with and willing to accept the existing technology of the school and     expected future significant enhancements.

· Willing to acquire new skills.

Education Requirements:  Bachelor’s degree 
Required Skills/Traits:

· Able to work with school technology (use of academic software, Microsoft Office, etc.)

· Effective communicator both orally and in writing
· Outgoing personality

· Well organized

· Outcomes driven

· Self initiating

· Attention to details

Philosophical attitude:

1.  Understands and completely embraces the Saint Martin de Porres High School mission and the Cristo Rey Network's Ten Standards for Mission Effectiveness

2.  Person of faith but not necessarily a Catholic
3.  Appreciates that the school is driven by its Catholicity which focuses on the highest level of ethical, moral and social behavior of its students, staff and volunteers
4. Able and willing to do what it takes to get the job done even if it is not directly related to your job description

5.  Strong sense of team player   
