HARMONY
PROJECT KC

NORTHEAST COMMUNITY CENTER

CAMPUS & PROGRAM AIDE

Northeast Community Center: Home of Harmony Project KC

544 Wabash
Kansas City, MO 64124

The Northeast Community Center utilizes the universal language of music to develop young

musicians and minds,

partner with families, and build community in Kansas City.

Job Title

Campus & Program Aide

Reports To

Program Operations Manager & Office Manager

Position Overview

The Campus & Program Aide supports the logistics and operations at the
Northeast Community Center, including setup, arrival and dismissal
procedures, student supervision, snack, site preparation, and more.

Supervision
Responsibilities

None.

Education

High School degree

Experience &
Qualifications

Organizational and Staff Values (included on Page 3)

~50% of this role is physical. Able to consistently move 20-30 pounds,
occasionally will need to lift 50 pounds; Able to walk a multi-building
campus with stairs; Ability to work independently and while managing
multiple priorities; Strong communication and interpersonal skills, with the
ability to adapt to dynamic environments and work effectively in fast-paced
settings; Experience working with children using a strengths based and
culturally responsive approach; Alignment with staff and organizational core
values; Familiarity with Office, Google Suite, Slack; Experience with database
systems preferred; Proactive; Timely; Reliable. Preferred skill: Spanish
fluency.

Time
Requirements

This is a part-time position, 22.5 hours/week.
Monday -Thursday 3:00-8:00pm. Saturday 9:30am-12:00pm.

Position is in operation approximately 32 weeks a year - school year
schedule. (Mid August - Mid December, Mid January - Mid May; Occasional
summer work available)

Pay

$18 - $20/hour. Pay will be set commensurate with experience and
additional skills (specifically bilingualism in Spanish and/or music
knowledge).




Campus & Program Logistics:

e Setup and teardown for campus needs - including meetings, events, and rentals.

e Classroom and ensemble pre-program walk through, set-up, and deliveries as
directed (chairs, music stands, projectors, furniture).

e Facilitate arrival (attendance, escorting students, supervising students as
necessary).

e Distribute snacks.

e Facilitate dismissal with program staff members (classroom management, calling
parents, lock-up duties as assigned).

e Assist with escorting students on campus.

e Asdirected, fulfill teacher, student, and staff material needs (assembling sheet
music folders, delivering instruments, etc.

Data Entry:

e Inputinformation as directed regarding attendance, tardies, etc.

Student & Family Interaction:

e Welcome children and families to campus.

e Interact with families regarding daily program needs, elevating to supervisor as
appropriate.

e Asdirected, facilitate activities for students in need of a break from class.

Other duties as assigned.



Organizational & Staff Core Values:

Community

THIS IS A PLACE

THAT CENTERS

CHILDREN AND
FAMILIES.

Our community is
dynamic, enriched by
students, parents,
staff, teaching artists,
and board members.
Together, we create
something more
beautiful.

Our core value is

Belonging

THISIS A
SECOND HOME.

Everyone is welcomed
and valued here. NECC
commits to children and
families for a student's
entire childhood. From

the small things (warm

greetings, welcoming
spaces) to the big things
(identity affirming,
culturally responsive
policies and practices),
this is a safe space.

THIS IS A PLACE
THAT OPENS
DOORS.

The transformative
power of music
inspires creativity,
strengthens minds,
and builds up young
people: fostering
confidence,
responsibility,
discipline, and
connection.

THIS IS A PLACE
FOR CELEBRATION.

This is a distinctively
positive that builds up
young people,
provides a creative
outlet and excellent
music education, puts
children on premier
stages, and walks side
by side with families.

1S

NORTHEAST
CommuNITY CENTER

We are mindful of
each other's values,
culture, and
perspectives, and are
cognizant of the
Characteristics of
White Supremacy in
the workplace.

We assume good
intent. We trust each
other to share when
we need a hand.

Jtafzﬂ Conre Valuea

CuIturaI.Iy OramEss
Responsive
Trust Collaboration

We come to work
ready to learn. We
have a growth
mindset for ourselves
and others.

We are better
together! We come
each day ready to
work together.

THE NORTHEAST COMMUNITY CENTER DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR,
GENDER, RELIGION, NATIONAL ORIGIN, OR ETHNICITY IN STUDENT ADMISSIONS OR IN ANY PROGRAMS
IT ADMINISTERS.
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