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BASE Director 

Job Description 

 

LAMB’s Mission: To create a self-directed learning environment in which children build a foundation of knowledge 

essential for a lifetime of learning while developing bi-literacy in English and Spanish.   

 

LAMB offers a unique model of bilingual Montessori public education to diverse, urban families in the Nation’s Capital. LAMB 

serves children in PK3 through 5th grade and is a community that embraces our active parent community and promotes peace 

and equality for all.  

 

Job Summary: As the leader of LAMB’s Before and After School Enrichment (BASE) program, the BASE Director, is 

responsible for developing and managing the before care, aftercare, after-school enrichment, and summer programs. The 

Director is responsible for all administrative aspects of these programs, managing staff, determining students’ needs and 

interests, overseeing operations, and building relationships with families, contractors, and the community.   

 

Basic Qualifications 

● Experience in administration of an educational or enrichment program and in working with school-age children, with an 

affinity for Montessori or progressive teaching and learning practices. 

● Bilingual in English and Spanish 

● Collaborative, team-oriented positive attitude  

● Ability to meet all employment requirements including a thorough background check 

● Bachelor degree required 

 

Responsibilities: 

● Developing and implementing a vision and plan for LAMB’s BASE programs (before-care, aftercare, enrichment, and 

summer) that will provide an enriching experience for LAMB students. 

● Develop and manage the BASE programs’ budgets.  

● Develop operational policies and practices for the programs in cooperation with staff, students, and parents. 

● Create and manage administrative documents including registration rosters, program plans, staffing lists and other 

documents needed according to deadlines. 

● Create and implement plans, schedules, calendars, and offerings for each program based on school philosophy and 

activities of interest for students and families. 

● Supervise the day-to-day operation of the programs. 

● Oversee afterschool enrichment classes for aftercare and non-aftercare students. 

● Plan and oversee the BASE Summer Program.  

● Work with [Anna Marie’s title] to maintain necessary supplies, equipment, etc. 

● Communicate regularly with parents regarding enrollment, children’s individual needs, payments, changes in schedule, 

new offerings, etc. 

● Work with the Director of Family Engagement to develop material to recruit participants for the programs, build its 

visibility, and increase enrollment. 

● Recruit, hire, onboard, train, mentor, supervise, and retain staff to carry out the work and activities of the programs. 

● Meet regularly with staff to oversee planning, staff performance, trends, identified issues, team building, among others.  

● Work with the rest of the Administrative team to plan and coordinate staff training and other staff activities. 

● Manage staff schedules, time-off requests, and daily staffing needs. 



● Plan LAMB’s annual International Day. 

● Communicate with teachers regarding specific student needs. 

● Identify, recruit, onboard, and supervise contractors and programs to offer enrichment classes for BASE.  

● Work with LAMB’s accountant to guarantee timely payment of vendors and contractors. 

● Oversee a safe and supervised process for children to arrive and depart each day.  

● Attend mandated program directors’ meetings and required professional development trainings. 

 

● Track attendance, enrollment, and calendar of activities. 

● Schedule and supervise BASE staff, contractors, and program volunteers. 

● Develop and maintain health and emergency plans/files. 

● Perform additional duties and responsibilities as needed, required, or assigned. 

 

Requirements 

● Experience working in a school setting. 

● Energetic, flexible, imaginative, and eager to work in a bilingual and multicultural public school. 

● Experience supervising staff, overseeing project budgets, and evaluating programs and staff. 

● Bachelor's Degree preferred. 

● Proficiency in English and Spanish required.  

● Experience with after school program development and coordination, curriculum development, and finance/budget 

monitoring. 

● Knowledge of local communities, community resources, and school-linked services. 

● Excellent organizational and independent working skills. 

● Excellent written, oral communication, networking, negotiation (conflict management and resolution), and presentation 

skills. 

● Physical ability to interact with children and ensure their safety. 

● Must be available to work occasional evenings and weekends. 

● 5+ years of experience in a similar capacity. 

● Working knowledge or interest in the Montessori philosophy preferred.  

● Other duties as assigned 

 

Compensation 

Salary is commensurate with experience.  Generous benefits package includes medical insurance (health, dental, & vision), 

retirement plan, life insurance, short-term and long-term disability, flexible spending account (medical, dependent care, and 

transit), and vacation/sick leave. 

 

Interested applicants should email cover letter including salary requirements and resume to 

employment@lambpcs.org. 

 

Only applicants meeting minimum qualifications for the position will be considered. Successful completion of a background 

investigation is required for employment in this position. LAMB welcomes resumes from all qualified applicants. No phone calls 

and no employment agencies, please. 


