
Middle School Site Coordinator in Ozone Park, Queens (Full-Time Position) 
South Asian Youth Action (SAYA) 
 
Organization Description:  
South Asian Youth Action (SAYA) is a 501(c)3 youth development organization for K-12 students in 
need of support in New York City.  Our mission is to foster a strong sense of belonging in youth and 
provide them with tools to thrive academically, professionally and personally.  While South Asian-
focused, SAYA is secular, inclusive and committed to connecting youth from all backgrounds to 
opportunities.  Our holistic and comprehensive program model consists of academic support, college 
preparation, leadership and identity development, career exploration, sports activities and arts 
enrichment.  SAYA provides an accessible, safe and culturally affirming space for youth and offers 
mentorship beyond the classroom so they confidently grow into engaged community members ready 
for college, career and personal success.  
 
Established in 1996, SAYA has grown into a $3.88 million organization currently running programs at 
nine NYC public schools in Queens and Brooklyn, and at our community center in Elmhurst, Queens. 
We offer year-round programming that takes place during the school day, after school, on weekends 
and during the summer.  During the 2014-15 school year, we had over 800 participants, many of 
whom identify as South Asian or belong to other communities of color.  During the 2015-16 school 
year, over 2,000 youth have benefited from our services.  
 
Position Summary 
The Site Coordinator will work closely with the Site Director to oversee the design and delivery of a 
high quality middle school-based youth development program.  S/he will ensure that the procedures, 
policies and systems are put in place so the program runs smoothly. S/he will be responsible for 
maintaining accurate program records and files.  The Site Coordinator will be the database 
administrator and manage, maintain and enter enrollment, class and attendance information.  S/he 
will play a key role in organizing and planning logistics for daily programming, special events and 
trips.  S/he will work collaboratively with school staff, SAYA colleagues and community partners, as 
well as develop relationships with youth and families. 
 
Supervisor: Site Director 
 
Compensation: $35,000-$40,000, salary commensurate with experience and education. SAYA offers 
all full time employees with a 100% covered health insurance plan with dental and vision included; 25 
days of Paid Time Off; ability to occasionally work-from-home; and flexible office hours. 
 

Key Responsibilities: 
 Assist Site Director in overseeing the daily operations of after school program. 
 Attend all staff meetings and required professional development activities. 
 Provide overall leadership of program in the absence of Site Director. 
 Assist in the creation of an environment of accountability, safety, and responsibility amongst 

participants. 
 Maintain all required administrative records and files according to program requirements and 

applicable regulations. 
 Ensure DYCD online database is updated weekly including attendance, work scope, program 

schedule, and staffing. 



 Oversee the recruitment and registration process for returning and new students. 
 Ensure completion of the participant enrollment package, and obtaining emergency contacts 

for each participant.  
 Ensure completion and up to date record of staff files in accordance with DOH requirements. 
 Complete daily snack count and submit to school administration on a monthly basis. 
 Coordinate and schedule special events and trips. 
 Maintain inventory of equipment, supplies, and food, and place orders when needed. 
 Distribute written materials to recruit youth and promote SAYA programming to the school 

community. 
 Establish rapport with youth and provide mentoring, guidance and overall direction for their 

academic preparation and personal development.  
 Advocate on behalf of students and families.   
 Perform other duties as assigned. 

Qualifications: 
 Bachelor’s Degree preferred and/or 4 years of significant experience working in relevant field 

(Elementary Education, Social Work, or Youth Development). 
 Strong computer skills, including Microsoft Office, database management/web/online tools, 

and social media/new media technologies. 
 Must have a commitment to work from a strengths- based and youth development framework. 
 Ability to work independently and as part of a team. 
 Excellent oral and written communication skills. 
 Experience in roles including administrative and/or data entry responsibilities. 
 Self-directed and the ability to take initiative. 
 Detailed oriented with excellent organizational skills. 
 Ability to manage multiple responsibilities simultaneously. 
 

To Apply: Send cover letter with salary requirements, resume, and one writing sample to 
careers@saya.org.  Applications submitted without writing samples will not be considered.  No phone 
calls please.  Only candidates considered for an interview will be contacted.   
 
Position available immediately. 
 
SAYA is an Equal Opportunity Employer. 


