
 
ACES Site Coordinator 

Job Description 
 

Job Title    Site Coordinator 
Status        Full-Time, 40 Hours/week  
Pay Rate    $30,000 - $37,000 
 
Position Description 
The Site Coordinator is ACES key to providing exceptional after-school learning experience in which 
students in grades 4-8 increase their academic and social-emotional skills and are on a path to becoming 
thriving adults. We look for adults who are relentless about changing the odds for inner-city youth and 
who believe that all students deserve high-quality learning opportunities, regardless of where they 
come from. We look for adults who share our vision and will be champions of change in our schools. 
 
The Site Coordinator is responsible for overseeing the daily operations of one to two sites and a total of 
three to five Academic Coaches who facilitate the ACES program in classrooms. Thus, this position 
demands excellent leadership, communication, partnership and management skills. They make site-
based programming decisions, facilitate daily meetings, supervise and support academic coaches, and 
ensure that the learning environment is safe and engaging for both staff and youth. Perhaps most 
importantly, the Site Coordinator embodies ACES vision and values through modeling the desired 
behaviors, attitudes, and beliefs for both staff and students. 
 
Because ACES partners with schools and community centers to host its program, it is essential that the 
Site Coordinator be a partnership champion. This involves developing strong relationship with site 
administration and getting ahead of site changes or issues that could affect after-school programming. It 
also includes careful alignment with site practices, policies and methods for recruiting and retaining 
students. Site Coordinators are skilled in navigating school and community dynamics, with the goal of 
providing students an impactful after-school learning experience. Likewise, the Site Coordinator makes a 
concerted effort to connect with the families of ACES students and share student progress and strengths 
on a regular basis.   
 
Site Coordinators are also accountability experts, ensuring the academic coaches implement the ACES 
model with fidelity and accuracy. They embody the ACES evaluation philosophy and continuously look 
for ways to improve their practice to better meet the goals of ACES. This involves observing academic 
coaches, coaching them toward success, and finding creative ways to trouble-shoot challenges and 
obstacles. Accountability also includes being data-driven. Our Site Coordinators are responsible for 
collecting a variety of data and using it to inform program improvement. Some examples of data include 
attendance, retention, dosage and student surveys.   
 
ACES has seven Site Coordinators who work as a team to collectively advance the mission of ACES across 
Minneapolis and Saint Paul. Site Coordinators meet regularly to solve problems, share effective practices 
across sites, and communicate their needs to leadership. This collaborative approach provides Site 



Coordinators with a meaningful peer learning community where bigger ideas can be discussed and 
scaled. All Site Coordinators are supervised and supported by the Education Program Director.  
 
Site Coordinator Responsibilities 

• Establish strong relationships with school administration to create a more cohesive connection 
between school and after-school. 

• Plan, organize, and run ACES programming at two sites.   
• Supervise and coach 5 academic coaches. 
• Model desired skills, attitudes and beliefs to students and staff. 
• Coach and support staff daily including observation, feedback and trouble-shooting.   
• Demonstrate relentless attention to providing students a high-quality experience; demonstrate 

a continuous improvement mindset and work ethic 
• Communicate regularly with Education Program Director; advocate for your site and articulate 

your needs in a timely, clear manner 
• Present oneself in a highly professional manner and be an ambassador of the program and 

values. 
• Coordinate and facilitate annual student surveys.  
• Collect and organize all required data, including student information, attendance, dosage, 

behavior, and retention.  
• Consistently communicate with students’ families. 
• Participate in other ACES activities, including field trips, fundraising events, and trainings. 
• Attend community collaboration events and professional development opportunities. 

 
Site Coordinator Qualifications 

• Belief that all students can be successful and deserve our best. 
• Strong attention to detail and ability to manage many details simultaneously.   
• Experience working collaboratively with diverse groups of youth and adults. 
• Clear communicator with particular strength in giving directions, giving feedback, and building 

rapport with students, families and staff. 
• Demonstrated strength in self-awareness, self-management, responsible decision-making, 

relationship building and social awareness. 
• Self-motivated, dependable, and able to work independently without daily supervision. 
• Strong initiate and willingness to take responsibility, even amidst ambiguity.  
• Passion for improvement; ability to receive and give feedback; ability to ask for help and 

implement the guidance received  
• Ability to keep many different program components and documents organized.  
• Able to occasionally flex work hours to include evening and weekend commitments. 

 
Desirable Skills and Experience (not required) 

• Bachelor’s degree. 
• Ability to speak multiple languages, especially Karen, Hmong and Spanish. 
• Experience being a coach or manager. 
• Experience with adapting lesson plans. 
• Experience working in urban education or youth work. 
• Experience teaching. 
• Experience working collaboratively with diverse groups of youth and adults. 
• Passion for mathematics, social-emotional skills, and sports.  

 



Training & Professional Development Provided by ACES 
• Overview of ACES model, structure, values, and goals 
• ACES curriculum training 
• Data collection and utilization training 
• Middle grades math refresher and social-emotional skills training. 
• Monthly team meetings to discuss relevant program topics.   
• Ongoing coaching and support from Education Program Director. 

 
Other Benefits 

• Access to unique networking and career development opportunities. 
• Opportunities to attend professional sporting events and stadium teams. 
• Participation in partnerships with local professional sports teams. 
• Professional growth and increasing leadership over time. 

 
 
Equal Employment Opportunity 
The Organization is an equal opportunity employer and makes employment decisions based on merit. 
Organizational policy prohibits unlawful discrimination based on genetic characteristics or information, 
race, color, creed, sex, gender, gender identity, marital status, age, national origin, ancestry, physical 
disability, mental disability, medical condition, veteran status, sexual orientation or any other 
consideration made unlawful by federal, state or local laws. The Organization prohibits unlawful 
discrimination by any employee of the Organization, including supervisors and co-workers. 
 
 
Apply!  
Please submit application, resume, and cover letter to Zong Vang at info@ACES4Kids.org.  Are you 
curious about the details of the Academic Coach position?  Find all open position information on our 
website: http://www.aces4kids.org/work-for-aces/ or contact ACES at 612-331-3454. 
 
 


