
 

Program Administrator –Job Description 
 

The role of Program Administrator is new to New Morning. You are an 

important link between the administrative office and the off-site programs. You 

will report directly to Michele and Linda in the New Morning Office. If both 

before and after school programs operate at your assigned location, you are 

expected to work both shifts to maintain continuity. 
 

New Morning Schools currently runs 28 before and after school programs at 

19 locations. We are licensed by the State of NH Child Development Bureau. The 

State of New Hampshire has specific guidelines and requirements that need to be 

followed each and every day. Each program has a copy of the Child Care Licensing 

Rules on site. You should know where this binder is to use as a reference as 

needed. It’s also available on the web at: 

http://www.dhhs.nh.gov/oos/cclu/rules.htm 
 

Your time at the before and after school programs will require energy, 

patience and a spirit of cooperation. The children are at the beginning or end of 

their day and caring staff can make all the difference in a child’s day during those 

important before/after school hours. You are expected to interact with all of the 

children and continue to move around at all times. Remember, children look up to 

you as a role model. Our goal is to make children WANT to be at our programs!  
 

New Morning Schools views attendance as an important facet of your job 

performance review. Excessive absences and/or tardiness affect the quality of 

care we provide. We expect you to arrive by your scheduled start time every day 

as stated in your agreed schedule. If for any reason you are unable to come to 

work you must notify your director and the New Morning Schools Director of 

School Age Programs so alternate arrangements can be made. Appropriate dress 

code is expected and absolutely no personal cell phones are allowed in use while at 

the program. Please refer to the Employee Handbook for more information 

regarding these policies. Any questions or concerns you have must be brought to 

the main office and the Directors of the School Age Programs. 



Responsibilities 

 

Communications 

 

 The site cell phone is your responsibility. It must be at the program every 

day. The phone will remain at the program, locked in the cabinet. You are 

responsible for maintaining parent contacts in the phone, checking for 

messages and texts, and relaying attendance changes to the program staff.  

 ‘Tadpoles’ is a software program that we will use to communicate with 

parents, and track attendance. Keeping the Tadpoles iPad updated, charged, 

and at the program is your responsibility. The iPad will remain with you 

outside of program hours, but is never to be used for personal tasks, 

entertainment, etc. It may be used by program staff to take attendance. 

 Once all children are signed in, if there are any children that are not signed 

in those parents MUST be called first. All children that were not expected 

but were signed in must have their parents called next. All phone calls need 

to be made within 20 minutes of the children’s arrival to the program. 

 Maintain up to date parent and child information in the registration books 

and within Tadpoles. This may include assigning parent codes to sign children 

in and out using Tadpoles. 

 Retrieving attendance and other messages from the main office daily, and 

relaying the messages to program staff. 

 Interacting with parents at drop off and pickup, including receiving 

payments, requesting medicals or other paperwork, collecting state billing 

signatures, and answering administrative questions. 

 

 

Paperwork/Attendance: 

 

 Staff Time Sheets – Be sure you are signing in/out at accurate times 

 Ensure that program staff in/out times are accurate. 

 Collect weekly and monthly paperwork from the office. Daily, weekly and 

monthly counts must accurately reflect the exact number of students 

attending the program. 

 

 

 

 



Planning: 

 

 Provide needed supplies required for daily planned activities. 

 Provide daily snack, and ensure that quantities served are appropriate. 

 Coordinate with Linda, Cindy, Natalie and Karrie at weekly or monthly supply 

meetings to either order or purchase needed supplies. 

 Coordinate with Linda, Natalie and Karrie regarding staff changes that may 

need to be made due to increased or decreased enrollment. 

 Maintain budget responsibility for staff hours and program supplies. 

 

NOTE:  Activities should be planned using the provided curriculum book at least 

one month prior and should consist of large & small group activities, child directed 

activities, and gross motor games. You must be prepared for all activities assigned 

to you for that given day. 

Professional Development: 

 Obtain at least 2 Professional Development Hours per month 

 18 PDHs are currently required within 12 months of hire 

 18 PDHs, or the number required by licensing, must be maintained year round 

 

Other Job Duties: 
 

 Help maintain a safe environment for children and staff 

 Greet parents and children daily 

 Be a positive role model 

 

Qualifications 

 Group Leader Qualifications required, except for hours of service. 


