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Job Description 

Licensing and Capacity Coordinator | Full-time 

Reports to: Senior Associate for Program Quality 

Summary: The Afterschool Licensing and Capacity Building Coordinator is responsible for 
providing technical assistance to new and existing afterschool and summer programs 
seeking to become a licensed child care program to advance their goals and meet their 
financial needs. This year, this position will collect and analyze feedback, and design and 
pilot a suite of resources to support programs, with the goal of rolling out the technical 
assistance broadly in the following year. This position will work closely with the Vermont 
Afterschool team, the Child Development Division’s Licensing Office, additional key 
organizational partners, and afterschool and summer program professionals.  

Key Responsibilities: 

● Conduct focus groups and individual program outreach for up to 25 programs to 
understand programs’ needs, challenges, concerns, and what would help them 
consider licensing, and walk through the licensing process with them.  

● Partner with the Child Development Division’s Licensing Office to determine the 
licensing process and how to help programs with actual or perceived challenges. 

● Collaborate with First Children’s Finance to review their Business Leadership 
Cohort syllabus with an eye toward helping programs research and understand the 
business side of a licensed program, determining potential overlap and gaps with 
other VTA opportunities, and how they may work together. Consider if this is part of 
the suite of resources offered to programs working to become licensed.   

● Develop additional resources and templates to assist new and existing afterschool 
and summer programs that are considering becoming licensed. 

● Support programs that are not currently licensed to become licensed and to accept 
Child Care Financial Assistance, and develop a road map for both those already 
operating and brand-new programs 

● Align all resources and materials to the afterschool child care career pathways, as 
relevant.  

● Support newly licensed and those in progress, in understanding STARS, by 
collaborating with the VTA SPARQS assessors.  

http://www.vermontafterschool.org/


  

 

● Responsible for accurate, relevant, and timely program reporting; including written 
reports, PowerPoint presentations, and other deliverables as required to ensure 
that resources and progress are easily understood by a variety of audiences. 

● Support Vermont Afterschool’s Professional Development team by offering 
trainings for the field, both by your own design and by becoming trained to facilitate 
existing trainings, and become familiar with the Program Quality Assessment 
process and tools.  

● Other duties and/or project initiatives as determined by the supervisor or the 
Executive Director 

Essential Knowledge, Skills, and Abilities: 

● Commitment to Vermont Afterschool’s mission and vision. 
● Detail-oriented, with demonstrated organizational and/or project management 

skills including gathering feedback; designing tools and resources; researching 
issues and writing reports; and fostering positive relationships with a wide variety of 
consultants, clients, and partners.  

● Minimum five years of experience working in a Vermont-licensed afterschool or 
child care program; preference given for those who have experience in becoming 
licensed either for a new or existing program.  

● Extensive experience with Vermont’s Afterschool Child Care Regulations.  
● Familiarity with the Vermont Core Competencies and Knowledge Areas. 
● Proficiency in the use of technology, including Microsoft Office products (e.g., 

Word, Excel, Publisher, Access), database entry, and the ability to produce 
documents and reports that are well-written and well-presented. 

● Exceptional interpersonal skills, including the ability to work independently and 
collaboratively, listen well, build trust, model healthy conflict resolution, and be 
self-directed.  

● Ability to manage multiple tasks, with excellent time management and 
organizational skills; prioritizing requests from multiple stakeholders. 

● Sensitivity to, understanding of, and the ability to accommodate the diverse 
academic, socioeconomic, cultural, and ethnic backgrounds of all people, 
particularly youth; and a commitment to justice and equity. 

● Confidence in solving problems with tenacity and perseverance. 
● Adaptability based on changing needs of the organization. 
● Previous experience in a non-profit organization preferred. 

 
  



  

 

Working Conditions: 
● Vermont Afterschool has a hybrid work schedule with at least one day in our South 

Burlington office, in addition to other in-person meetings.  
● This position works Monday through Friday during Vermont Afterschool’s business 

hours between 8 AM and 5 PM, with flexibility on start and end times within the 
range 

● Reliable transportation is required, as well as possible travel throughout Vermont at 
all times of year, and may require time in the evenings or on the weekends. 

● Must be able to remain in a stationary position 50% of the time on a computer 
during regular work hours, and occasionally move about to access materials and 
participate in meetings.  

● Frequently be able to move boxes and other materials up to 10 pounds. 
● This position is dependent on continued grant funding. 

Benefits: 

Vermont Afterschool offers a robust compensation package, including paid time off 
(vacation, holidays, personal, and sick time); generous contributions for health, dental, 
and vision insurance premiums; professional development; and employer contribution to 
retirement. 

About Us:  

Vermont Afterschool is dedicated to strengthening programs, building partnerships, and 
transforming communities so that all Vermont youth are active, engaged, connected, and 
heard. We believe that young people make a better Vermont and all children and youth in 
Vermont have the right to opportunities that will help them grow into happy and healthy 
adults. Vermont Afterschool is the lead organization in Vermont for issues concerning 
afterschool programs, out-of-school time, summer learning, and expanded learning 
opportunities. We are a member of the C.S. Mott Foundation’s 50 State Afterschool 
Network and the Vermont affiliate of the National AfterSchool Association. 

Pay Range: This position offers an hourly wage of $27.00–$29.00, commensurate with 
experience, in addition to the benefits listed above.  

How to Apply: 

To apply, please send a cover letter, resume, and three references to 
nicole@vermontafterschool.org. Applications are being accepted on a rolling basis and 
must be submitted electronically. The position is posted until filled and is available 
immediately. Vermont Afterschool is an equal opportunity employer, and we especially 
welcome applications from individuals who will contribute to our diversity. 

mailto:nicole@vermontafterschool.org

