Extra Pay for Extra Duty Positions

Sunset Elementary School
There are many opportunities for teachers to take on extra duty positions for extra pay.  If you are interested in applying for an extra duty position, please read the duty description below and then fill out the application.

•  ITECS Advisor - 




2 positions available

District $1,100.00

•  Web Master - 




1 position available

District Full Contract


•  Student Council - 




1 position available

Full Contract

•  Chorus Instructor -



1 position available

Full Contract

•  Yearbook / Pictures /  School History - 

1 position available

½ Contract

•  Intervention Support Coordinator -

1 position available

Full Contract

•  Grade Level Leaders -



6 positions available**
Full Contract

•  Language Compliance Chair -


1 position available

Full Contract

•  Committee Chair* - 



6 positions available**
¼ Contract

•  Newsletter & Communication Coordinator -
1 position available

¼ Contract

•  Teacher Support Team Chair - 


1 position available

¼ Contract
 

•  Math / Fluency Coordinator -


1 position available

Time Card

•  Technology Advisor -



1 position available

½ Contract

•  School Health Index Coordinator -  

1 position available

Grant Stipend $1000.00

ITECS Advisor(s):  TBD By Central Office / More information to come.
Web Master: 

This person will be responsible for:  Updating the school website on a weekly basis.  These updates will include, but are not limited to:  Pictures of all events with short summary of events, Posting of School Newsletter and other communications with families / community, Monitoring / Support of teacher websites for a minimum of quarterly updates, Deleting old staff pages and adding new staff pages, Ink support, Creating and updating a Goggle.doc of useful website for teachers & student and attend district level meetings/ trainings in the area of technology. This person will also be responsible for supporting teachers in the integration of technology in the classroom. This person must offer at least one class a semester to support the use of technology in the classroom.  There may also be other responsibilities as deemed appropriate.  
Student Council: 

This person will be responsible for teaching representative students about the governmental process, holding meetings twice a month, assisting teachers with the classroom election of student representatives, fund raising a minimum of once a year, assisting students in determining where the funds will be spent, making sure the Student Council is fiscally responsible, following district policy & procedures, doing the required paperwork, and submitting a minimum of one article each quarter to the site newsletter. There may also be other responsibilities as deemed appropriate.  

Chorus Instructor:

This person will be responsible for working with students at varied grade levels to help them improve their singing voices, develop an appreciation for different types of music, and create a choir that will serve as ambassadors of Sunset School. Students will attend weekly rehearsals before or after school. There will need to be a minimum of 2 student performances during the school year.  This person is also expected to participate in all district music programs and need to submit a minimum of one article each quarter to the site newsletter. There may also be other responsibilities as deemed appropriate.

Yearbook: 

This person will be responsible for developing and making available for purchase a school yearbook, which the majority of our students can afford & coordinating two school-wide picture days. The duties will include: meeting with the photography company to discuss the picture day / yearbook requirements, attending school events (or sending a designee) to take pictures, meeting all the deadlines set by the picture day / yearbook company, doing yearbook pre-sales, preparing the money for deposit into the student council account (using correct district & site procedures), advertising the yearbook sale, distribution of yearbooks, addressing parent questions and concerns, and planning of a signing party.  This will also include working with the Communication Committee to ensure that between the committee and this position that pictures are taken at all events on campus during & outside of school day. There may also be other responsibilities as deemed appropriate.

Intervention Support Coordinator:

This person will be responsible, in conjunction with site leadership, for using site data to determine what types of interventions would best meet the needs of our students and in what setting this will best happen (intersession, after school / before school, Saturday, summer, etc).  This person will be in charge of procuring the teachers to teach these sessions, getting students signed up for these classes, getting parental permission & keeping in contact with parents about student progress / attendance, keeping a master list of which students are in which classes, making sure the teachers accurately fill out their time sheets, and submitting these time sheets to the site principal, monitoring attendance and contacting parents if problems arise, overseeing additional job coordinators and other responsibilities deemed appropriate. 

Grade Level Leaders: (K – 5, SpEd, & MAPB)
Their responsibilities include facilitating grade level collaboration time once a week and providing a written documentation of meetings (i.e. agenda, minutes, outcomes / summaries, intervention / data summaries, etc). Providing a written agenda 3 days prior to meeting and turning in a summary to administration (no more than 2 days after the meeting).  This person should be able to demonstrate: leadership skills, have an ability to work well with adults, demonstrates knowledge of state standards / power standards / pacing guides / AIMS Blueprints, district curriculum, and best instructional practices.  Demonstrate a strong understanding of how to utilize student data, Galileo / AIMS / ELL, common assessments, SMART Goals, and collective inquiry to improve student achievement.  Views self as learner and seeks on-going professional development in a variety of areas especially in PLC, Literacy, Writing, and Math. This person needs to exhibit flexibility and willingness to participate in monthly Extended Site Leadership meetings / trainings after hours (these times will be set prior to the start of school for the entire year). Coordinates the procurement and distribution of department assessments and materials and other duties deemed necessary. This person will also support administration in instructional leadership and in the development of a community of learners. This year you also must be able to attend the staff retreat & grade level training on July 25th – 27th.  This person must agree to do a short summer reading & a book study once a semester with the Leadership Team.  ** Special Education & MAP will be paid on a timesheet as needed.

Committee Chairs:

 (Positive Climate & Culture, Management/Behavior, Recognition, Parent-Community Involvement,  Communication- Grants-Support Programs, Curriculum - Assessment)
Their responsibilities include facilitating committee collaboration time at least once a month and providing a written documentation of meetings (i.e. agenda, and summaries, etc). Providing a written agenda 3 days prior to meeting and turning in a summary to administration (no more than 2 days after the meeting).  This person should be able to demonstrate: leadership skills, have an ability to work well with adults, demonstrates understanding of the committee they lead, assist in the development, monitoring, and state reporting on SMART Goals, and oversee the events / activities of the committee.  This person needs to exhibit flexibility and willingness to participate in quarterly Committee Leader Meetings Coordinates the procurement and distribution of committee materials and other duties deemed necessary. This person will also support administration in instructional leadership and in the development of a community of learners. This year you also must be able to attend the staff retreat on July 26thth & 27th

Communications / School Newsletter: 

This person will be responsible for preparing a bimonthly newsletter (starting in September) to send home to parents. This includes: a monthly calendar of events, developing a schedule for collecting articles from staff members about Sunset School activities / classroom events, proofreading for spelling / grammar errors & content appropriateness, and having the newsletter translated into Spanish (if person is not able to do this themselves work with site administration to find someone qualified).  Work closely in conjunction with the Communication & Grants Committee Chair.  This person will also communicate with the district level Community Relations person regarding:  Life milestones (birth, weddings, deaths, etc.), making sure all communication postcards are sent home by all, & requests for publicity for our school and the events.  Work with Social Media Contact at the site and District level.  There may also be other responsibilities as deemed appropriate.
Language Compliance Chair:  

Please see Barcode merge field was not found in header record of data source. School District job description for this position. 

Math / Fluency Matters Coordinator:

Meet the paperwork requirements of the Math & Fluency Matters Program.  Distribute all materials & prizes for the Math & Fluency Matters Program.  Collect and maintain data for both programs.  Post certificates on board.

Technology Support: 

This person will be responsible for:  minor repairs, contact of district to schedule / follow-up of major repairs, assist in ordering software, conduct technology trainings (additional timesheet may be used), scheduling of / maintenance of the mobile computer lab, and submitting a quick tip and / or helpful web addresses to the school newsletter each month. There may also be other responsibilities as deemed appropriate.  This person must offer at least one class a quarter to support the use of technology in the classroom.

School Health Index Coordinator:  

This person will be the chairperson of Staff Health & Wellness.  They will be in charge of working with the District Office & State Agency to support staff health and wellness on the campus.  This person will help design, implement, gather data, & complete report for the grant that this program is funded out of.  This person will also be in charge of producing and article for the school newsletter each publication.  This person will serve on the Positive Climate / Social Committee. 

