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Site Coordinator Position Description 
 
Nature and Scope  
 
CDF’s mission is to ensure every child a Healthy Start, a Head Start, a Fair Start, a Safe Start and a Moral Start in 
life and successful passage to adulthood with the help of caring families and communities. The CDF Freedom 
Schools® program is a direct service initiative coordinated nationally by the Children’s Defense Fund in partnership 
with local community organizations. It is an educational and cultural enrichment program that provides summer 
options for children and strengthens family and community involvement. The program serves children in grades 
kindergarten through twelve for six to eight weeks. The activity-based Integrated Reading Curriculum, which is 
aligned to the Common Core State Standards, integrates reading, conflict resolution, and social action, and is 
designed to promote social, cultural, and historical awareness. Multi-year assessments of CDF Freedom Schools 
program sites continuously demonstrate the effectiveness of the Integrated Reading Curriculum, which has proven 
to avert children’s summer learning losses in reading.  
 
The site coordinator manages the day-to-day operations and serves as the supervisor for one CDF Freedom 
Schools program location. It is recommended that the site coordinator has served as a CDF Freedom Schools 
servant leader intern and should be capable of leading an intergenerational staff. The site coordinator should be: 
committed to the goals of the program, able to work collaboratively with all program constituents and familiar with 
the culture and dynamics of the community. 
 
Responsibilities 
 

 Work in conjunction with project director to recruit children and families for the program. 
 Work in conjunction with the project director to recruit, hire, train and manage staff. 
 Work with the project director and executive director to recruit children and families from the most 

vulnerable populations.  
 Attend all required trainings and ensure, that all program staff attend required trainings, including virtual 

and onsite trainings.  
 Maintain the safety of all staff and students at the site, which includes: securing staff background checks 

and clearances, training all staff and students to understand and comply with onsite safety procedures and 
protocols, and providing first aid (mental and physical health) training and materials.  

 Managing daily site activities to ensure proper implementation to of the CDF Freedom Schools program 
model.  

 Supervise your site’s servant leader interns during the June Ella Baker Child Policy Training Institute and 
serve as the primary contact for your site. 

 Work in conjunction with project director to check book inventory upon receipt and notify the CDF designee 
of any discrepancies. 

 Work in conjunction with the project director or other designee to coordinate field trips, family engagement 
initiatives and volunteer responsibilities. 

 Partner with your project director and servant leader interns in the planning and implementation of 
afternoon activities, the National Day of Social Action, local social action projects, and structured recess 
periods.  

 Work with servant leader interns to identify and schedule guest readers and lead Harambee. 
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 Ensure that your site’s servant leader interns have the necessary books, materials, and supplies for daily 
activities through the scheduled collection and review of lesson plans.  

 Conduct daily debrief sessions to maintain team spirit, and provide technical support and feedback for 
servant leader interns. 

 Ensure that the CDF Freedom Schools Integrated Reading Curriculum is implemented with fidelity by 
guaranteeing that all IRC classrooms are monitored daily and evaluated at least three times within the 
summer.   

 Collect, review, and provide feedback on Integrated Reading Curriculum and afternoon activities lesson 
plans.   

 Enter all required child, parent and staff enrollment data in CDF’s reporting system.  
 Maintain regular communication with your project director.  

 
Qualifications 
 

 Attentive to details  
 At least one year of college completed successfully (GPA of 3.3 or higher). 
 Servant Leader Intern experience at a CDF Freedom Schools site is preferred. 
 Interpersonal and Management skills, sufficient to lead and motivate an intergenerational staff.  
 Ability to translate a strategic plan into direct implementation.  
 Ability to motivate others, and lead long-term planning. 
 Demonstrated commitment to the success and well-being of children. 
 Excellent written and verbal communication skills. 
 A mature and professional demeanor that consistently displays positive behavior and attitudes.   
 Strong appreciation and understanding of individual cultural history and the willingness to be open and 

respectful of other cultures.  
 
 


