Year Round Art-at-Work Staff
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Program Manager


·serves as liaison to the Court


·develops and tracks budget


·approves all expenditures


·recruits participants


·interviews and hires instructors


·oversees Program Coordinator and approves bi-weekly invoice


·approves instructor supply requests


·attends program every Thursday


·attends bi-weekly team meetings





Director, Program Development


·key Court contact and liaison to the program


·resource coordinator attends b- weekly meetings


·resource coordinator collects and forwards referrals to the program


·resource coordinator collects and forwards evaluation data


·resource coordinator forwards b-weekly attendance records and to the Probation Officer





Probation Officers 


·provides referrals to the program to the resource coordinator


·conducts bi-monthly site visits to the program


·provides pertinent participant information the social worker


·follows up with any attendance issues





Program Coordinator


•responsible for day to day operations of the program


·oversees all staff and holds them accountable 


·reviews and collects instructor class plans and supply lists


·picks up supplies when needed


·ensures goals and objectives of each component are being met


·assists apprentice artists in keeping an inventory of their work


·coordinates visiting artists


·coordinates field trips


·monitors attendance


·enforces rules and regulations


·approves instructor, assistant and apprentice artist bi-weekly time sheets and forwards to the NBAF


·picks up pay checks


·disseminates pay checks


·completes evaluations of staff 


·attends program Tuesday, Thursday and Saturday


·attends bi-weekly meetings


Mentors/Volunteers


·attends program in adherence to the schedule developed with Program Coordinator


·Works with a consistent group of youth on specific projects





West End Performing Arts Center Facility Manager


·assists Program Coordinator with questions and supply needs


·teaches workshops as needed


·enures facility is open during program hours	





Social Worker


·attends program every Tuesday


·conducts a group session every other Saturday


·monitors attendance and follows up with the probation officer when necessary 


·serves as liaison to parents


·conducts home visits


conducts individual and family counseling as need


·acts as social service referral source


·provides pertinent participant information to the Court 


·completes quarterly invoice 


·attends bi-weekly program meetings





Artist Instructors


·develops goals and objectives for class component, including the targeted # of finished pieces for each participant


·develops class plans


·provides hands-on sequential arts instruction


·provides demonstrations of basic art techniques in a logical and precise manner


·develops supply lists and forwards to Program Coordinator


·provides direction to assistant to organize the classroom and work time to support learning


·builds a positive work environment that results in participant’s increased self esteem


·monitors and evaluates participants behavior


·guides mentors and volunteers


·completes bi-weekly invoice


·attends bi-weekly program meetings





Assistants 


·enforces rules and regulations


·assists with daily set up of the classroom, ensuring the necessary supplies and equipment are in place


·assists instructors with the delivery of lectures and demonstrations


·monitors and tracks participants sign in sheets, monitors daily attendance


·monitors participants during breaks and lunch


· forwards attendance records to the Court bi-weekly


·assists with the cleanup of the classroom at the end of the day


·ensures the upkeep the supply closet


·completes evaluations of staff


·attends bi-weekly program meetings





Apprentice Artists


·arrives to work on time and displays a ready to work positive attitude


·calls the Center to inform Program Coordinator of lateness or 


absence (4  tardies [2 tardies = 1 absence] and no more than 5 absences allowed through June 1998)


·completes assignments in a timely manner


·listens to instructors positive feedback and comments on art and works to incorporate suggestions when appropriate


·cleans up the classroom space at the end of each day


·keeps an accurate inventory of work created in the program


·prepares work for exhibit


·completes time sheets


·cashes paychecks on non-program time


·completes evaluations of staff 


·performs other duties as required








