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EXTENDED DAY ASSISTANT  

JOB DESCRIPTION 
 

Department:  Lower School 

Supervisor:  Extended Day & Auxiliary Programs Manager 

 

Ursuline Academy is seeking part-time, Extended Day Assistants for the 2019-20 school year. 

The hours for this part-time position are 2:30-6:00 p.m., Monday – Friday and Holiday Program 

special hours. The ability to work during summer is a plus. Position begins mid-August. 

This position is ideal for someone who enjoys working with bright, young students and has 

creativity, high energy, and a passion for educating the whole child. The person in this position 

will have the opportunity to provide children with a safe environment in which they can develop 

emotionally, physically, intellectually, and socially. Working together, we will strive to promote a 

warm and welcoming atmosphere where parents, teachers, staff, and children interact with 

mutual respect and caring.  

SPECIFIC DUTIES:  

 Deliver dynamic curriculum to engage children in academic and social character building 
that expands school day learning in a meaningful way  

 Organize program materials for lessons and activities, as well as document attendance, 
and incidents when necessary 

 Model positive guidance and effective classroom management to maintain the safety, 
well-being, and attention of all children while supporting learning, leading fun fitness 
activities, and guiding children at play 

 Excellent communication skills with varied audience including children, parents, staff, and 
school personnel 

 Perform other duties as assigned 
 

WORK ETHIC:  

 Maintain confidentiality at all times regarding the Ursuline community 
 Contribute by personal example to an atmosphere of faith commitment in a manner 

consistent with Catholic values and Ursuline’s founder, St. Angela Merici 
 Must be highly dependable and have a willingness to perform all other duties as assigned 
 Respect, cooperate, and maintain a positive attitude with colleagues (faculty and staff), 

students, parents, and alumnae 



 

 

REQUIREMENTS: 

 High School diploma  
 Experience working with young children 
 Willingness to undergo completion of a criminal background check, other clearances, and 

TB test 
 

PREFERRED: 

 College credits or degree in Early Childhood education, child development, Elementary 
education, or a related field 
 

PHYSICAL DEMANDS: 

While performing the duties of this job the employee is regularly required to sit, use hands, 
fingers, talk, hear, use stairs, handle, and or use objects. The employee is required to reach with 
hands and arms. The employee is occasionally required to stand, walk, stoop, kneel, crouch, or 
crawl. Must have the mobility required to ensure the safety of the children. Specific vision ability 
required by this job include close and distance vision. The employee must occasionally lift and or 
move up to 40 pounds.  

 
WORK ENVIRONMENT: 

The noise level in the work environment is usually moderate. While performing the duties of this 
job the employee is occasionally exposed to weather conditions or extreme cold or heat; and the 
possibility of the risk of electric shock. 
 

 

If interested, email cover letter, resume, and references to: uaemployment@ursuline.org. Please 
include “Extended Day Assistant” in the subject line of email.  
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