Berkeley BERKELEY UNIFIED SCHOOL DISTRICT
PUBLIC SCHOOLS

Berkeley Unitied School District Human Resources Department

TITLE: Program Lead - REPORTS TO: Assigned Supervisor
Expanded Learning

DEPARTMENT/SCHOOL: As assigned CLASSIFICATION: Classified Management
FAIR LABOR STANDARDS WORK YEAR: HOURS: 11 months/Calendar 6002
ACT CLASSIFICATION: Exempt 8 hours per day
APPROVED: SALARY GRADE: Schedule: 54

Board 06/03/26 Range: 66

Commission 06/24/26

BASIC FUNCTION:

Under the direction of the Extended Learning Program Supervisor, Manager, and/or Superintendent designee, plan,
organize, and implement systems to monitor, evaluate, and ensure compliance, program quality, and operational
consistency across multiple assigned sites; train, supervise, and evaluate the performance of assigned personnel. The
Program Lead - Expanded Learning is responsible for conducting site observations, analyzing program and attendance
data, supporting staff performance, ensuring audit readiness, and enforcing adherence to district policies, funding
requirements, and regulatory guidelines. The position serves as a key accountability partner to ensure program
integrity, financial accuracy, and continuous improvement.

REPRESENTATIVE DUTIES:

e Design, implement, and maintain standardized observation and feedback cycles across assigned
sites to calibrate expectations and ensure operational consistency.

e Conduct regular site visits to observe program operations, staff practices, and student engagement,
providing clear, actionable feedback aligned with compliance and quality standards.

e Analyze attendance, compliance, and program data to identify trends, discrepancies, and
operational areas of risk.

e Use analyzed data to develop and implement targeted interventions and system improvements in
collaboration with the Extended Learning Program Supervisor and Manager.

e Coordinate, provide, or secure coverage for all site-based positions using authorized resources.

e Collaborate with peers to design and facilitate professional development and training aligned to
identified site needs. Participate in professional development as directed.

e Conduct annual performance evaluations and provide ongoing coaching, feedback, and support to
improve staff effectiveness with input from program specialists and site administrators.

e Monitor staff progress, ensure accountability for performance expectations, and
develop/implement Performance Improvement Plans (PIPs) as needed.

e Establish, enforce, and monitor standardized tracking systems and procedures to ensure daily,
accurate attendance reporting in full compliance with program and funding guidelines.

e Conduct routine audits of attendance and sign-in/sign-out documentation to ensure all assigned
sites remain in a state of continuous audit readiness.



e Lead preparation and responses for internal and external audits, identifying compliance risks and
implementing corrective actions alongside program leadership.

e Monitor site-level processes for parent fee collection and financial records to ensure accurate,
timely collection with minimal variance across sites. Communicate with parents as appropriate.

e Prepare and present regular performance and trend reports, communicating findings and
recommendations directly to district leadership and site administrators.

e Serve as a key liaison and accountability partner between district leadership and site staff to ensure
clear expectations and alignment with standardized program practices.

e Perform related duties as assigned.
KNOWLEDGE, SKILLS, AND ABILITIES:

KNOWLEDGE OF:

Federal, state, and local laws, regulations, and requirements related to publicly funded programs and student
services

Program compliance, monitoring, and quality assurance practices

Attendance accounting systems, audit procedures, and documentation requirements

Data collection, analysis, and reporting methods

Performance evaluation systems and improvement strategies

Financial accountability practices and basic budgeting principles

Principles of effective professional development and adult learning

SKILLS:

Strong analytical and problem-solving skills

Effective observation and evaluation techniques

Clear and concise written and verbal communication

Facilitation and training skills for adult learners

Organizational and project management skills to manage multiple sites and priorities
Interpersonal skills to build effective working relationships

ABILITY TO:

Monitor, evaluate, and ensure compliance across multiple sites
Interpret regulations and translate them into practical procedures
Develop and implement standardized systems and processes
Maintain accurate records and documentation for audit readiness
Provide coaching, feedback, and accountability to staff

Work independently and collaboratively across departments

Handle sensitive information with confidentiality and professionalism
Travel to multiple sites on a regular basis

EDUCATION AND EXPERIENCE:

Any combination equivalent to: A bachelor's degree in Public Administration, Education, Business Administration, or a
closely related field. Two (2) years of experience in a school district, expanded learning program, or other publicly
funded program is required.

Three (3) years of progressively responsible experience in program compliance, monitoring, auditing, program
administration and two (2) years supervisory experience in the public sector, including responsibility for supervising
employees covered by collective bargaining agreements is desired.



LICENSES AND OTHER REQUIREMENTS:
Ability to travel between multiple sites on a daily basis.

WORKING CONDITIONS:

ENVIRONMENT:

Indoor and outdoor work environments
Frequent travel between school sites and offices
Evening or extended hours as directed

PHYSICAL DEMANDS:

Standing and walking for extended periods

Seeing to observe program operations and review documentation

Hearing and speaking to exchange information

Dexterity of hands and fingers to operate a computer and office equipment
Bending, kneeling, or reaching to access materials

Lifting and carrying light to moderate objects

Lifting, carrying, pushing, or pulling up to 50 pounds
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