
JOB	DESCRIPTION	
	

On-Site	Coordinator/Facilities	Steward	
Parent	Led	Academic	Network	Team,	Inc.		

	
Parent	Led	Academic	Network	Team,	Inc.	(PLANT,	Inc.),	a	non-profit	organization	with	a	mission	
to	connect	parents	and	independent	teachers,	is	seeking	to	hire	an	On-site	Coordinator/Facilities	
Steward.	
	
About	PLANT,	Inc.			
PLANT,	Inc.	is	a	nonprofit	corporation	established	to	encourage	and	increase	access	to	
independent	classes	taught	from	a	Biblical	worldview	for	children	ages	3-19.		PLANT,	Inc.	is	
governed	by	a	five-member	board	of	directors.			
	
Role	
The	role	of	the	On-site	Coordinator/Facilities	Steward	is	to	maintain	the	relationship	between	
PLANT,	Inc.	and	the	church	and	to	care	for	the	facilities.	
	
Responsibilities	
The	On-Site	Coordinator/Facilities	Steward	reports	to	the	Executive	Director.		The	On-Site	
Coordinator	is	responsible	for	enforcing	the	rules	on-site	among	parents,	teachers	and	students	
and	ensuring	that	everyone	properly	stewards	the	space	and	respects	the	boundaries	of	that	
space.	The	coordinator	is	also	responsible	for	coordinating	access	to	the	facilities	including	
opening	the	building	and	rooms	to	teachers	and	overseeing	the	door	monitoring	to	provide	
security	for	our	community.			The	coordinator	creates	room	signs	and	procedures	for	directing	
students	to	class	and	supports	teachers	while	on-site.			The	coordinator	must	work	with	church	
staff	to	identify	expectations	and	communicate	those	to	parents,	teachers	and	students.		The	
coordinator	also	acts	as	facilities	steward	responsible	for	ensuring	that	rooms	are	returned	to	
proper	set	up	for	church	activities,	that	tables	are	wiped	down,	floors	are	vacuumed,	trash	is	
removed	and	supplies	replenished	if	necessary.		The	coordinator	must	communicate	room	care	
responsibilities	to	teachers	and	alert	them	when	rooms	are	not	left	properly.		The	coordinator	
must	also	ensure	parents	on-site	are	background	checked	and	remain	in	designated	areas.		The	
coordinator	must	work	with	teachers	and	volunteers	to	coordinate	class	transitions	and	student	
schedule	gaps	when	possible.		
	
Commitment:		Tuesdays	and	Wednesdays	8:30-4:30	January	12,	2026	–	April	30,	2026.		This	is	a	
temporary	position.		
	
Qualifications	
Applicants	must	be	self-motivated	individuals	able	to	work	independently.		Applicants	must	be	
honest	and	display	great	integrity.		Applicants	must	have	excellent	communication	skills	and	the	
strength	of	personality	to	enforce	campus	rules	among	parents,	teachers	and	students	of	all	ages.	
Applicants	must	be	honest,	responsible,	punctual	and	reliable.		
	
Pay	
This	position	pays	$12-$13/hour	depending	on	qualifications.	
	
To	Apply	
Please	send	letter	of	interest	and	resume	if	available	to:	parentlednetwork@centurylink.net	


