
 
 

Job Title: Remote Learning Program Assistant 

Reports To: Lead Program Administrator 

 

Level   Entry    Salary Range  Negotiable 

Job Location  Germantown, PA  Travel   Undisclosed 

Position Type  Seasonal (FT/PT)  Job Shift  Day 

Education Level HS Diploma   Job Category  Nonprofit 

 

Position Summary 

Reporting to the Lead Administrator, the Remote Learning Program Assistant (LPA) provides 

support and reinforcement for students during their virtual learning work day. The LPA can 

provide small group instruction and lesson reviews with students to ensure regular engagement 

and social development. Assist the Lead Administrator with attendance and other administrative 

tasks. Setup materials and equipment to help students complete their daily work assignments and 

lessons. Provide additional supervision for students during learning time, lunch, recess, between 

learning time and during any outdoor activities. 

Responsibilities 

 Assist with daily drop off and pick up 

 Set up necessary material for daily activities 

 Track student attendance and behavior 

 Work with smaller groups of students to reinforce learning process and ensure 

consistency with assigned material 

 Escort and supervise students  during outdoor activities and recreational activities 

 Make sure learning space is safe, tidy, and clean, before class starts 

 Ensure proper sanitization is completed before, during and at the end of each learning day  

 Help students adjust, learn and socialize daily through different activities and interaction 

with peers and staff 

 Assist with other duties as assigned 

 

 



 
 

Interpersonal Skills: 

 LPA interact with many others besides students, including parents and administrators. It 

is important to be able to handle and maintain good working relationships on an ongoing 

basis 

Communication Skills: 

 LPA must have the ability to communicate student’s progress, concerns, and any 

challenges in a constructive way to both administrators and parents. 

Patience: 

 LPA must be able to remain patient with each student, regardless of the child’s varying 

ability and background 

Resourcefulness: 

 LPA must have an abundance of resourcefulness and creativity to explain directives and 

instructions in a manner that is tailored to each student’s ability to absorb information. 

Qualifications 

 High School Diploma required; Associate Degree preferred 

 Previous teaching experience and supervision of children preferred 

 Capable to plan and organize daily activities and work independently 

 Experience working as a Teacher Assistant, Child Care, Afterschool Programs, is highly 

recommended 

 Familiarity with school administrative task and learning methods 

 Great communication and organization skills 

 Firm but kind personality 

 Must have Child Clearances 

 

Urban Youth Kings & Queens Inc. is an Equal Opportunity employer. Personnel are chosen on 

the basis of ability without regard to race, color, religion, sex, national origin, disability, marital 

status or sexual orientation, in accordance with federal and state law. 

 

 


