Garezera Vasaras vidusskolas (GVV) direktora amata apraksts

Amata nosaukums: Garezera Vasaras vidusskolas direktors
Amata pienakumi un pak|autiba

GVV direktoru darba pienem LatvieSu Centra Garezers (LCG) administrators uz
noteiktu terminu. Direktors ir paklauts gan LCG administratoram, gan LCG
prezidentam.

GVV direktors ir atbildigs par visam Garezera Vasaras vidusskolas (GVV) darbibas
jomam, tostarp akadémisko un kultlras programmu, skolénu sadzivi, personala
vadibu, budzetu, infrastruktiru un attiecibam ar vecakiem un plasaku sabiedribu.

Direktors nodro8ina, ka GVV darbojas saskana ar LCG devizi “Dievam un Latvijai”,
stiprina skolas ka latvieSu vasaras vidusskolas identitati un rada dro3u, strukturétu un
bagatinosSu vidi jaunieSiem vecuma no 14 Idz 17 gadiem. Direktors darbojas,
ieverojot tris pamatvertibas: cienu, draudzibu un atbildibu.

NB! Direktors ir pilnvarots izveidot un vadit vadibas komandu programmas
apstiprinata budzeta ietvaros, lai sasniegtu programmas mérkus, dalitu pienakumus
un efektivi Tstenotu programmu. Saja komanda var ietilpt skolotdju parzinis,
audzinataju parzinis, biroja vaditajs, akadémiskas programmas vaditajs, registrators,
nodarbibu koordinators un saimnieciskais vaditajs.

Visparigie pienakumi

Vadit GVV atbilstoSi LCG devizei “Dievam un Latvijai.”
Vadit programmu atbilstoSi LCG valdes Iemumiem, Mi¢iganas pavalsts likumiem
un noteikumiem, ka art American Camp Association (ACA) standartiem.

e Atbalstit ACA akreditacijas un atkartotas akreditacijas procesu, tostarp
dokumentacijas un personala dalibas nodrosinasanu.

e Uzraudzit akadémiskas un kultiras programmas kvalitati, nodroSinat tas
atbilstibu GVV misijai un izglittbas mérkiem.

e Sadarboties ar Amerikas LatvieSu apvienibu (ALA), Pasaules brivo latviedu
apvienibu (PBLA), ASV un Latvijas valsts iestadém, Camp Counselors USA
(CCUSA), lai izstradatu programmu, piesaistitu skolotajus un audzinatajus un
koordinétu vizas un finans&jumu.

e Parstavet un popularizét GVV sadarbiba ar LCG administraciju, marketinga
direktoru, ALA izglitibas biroju un citam latvieSu un sabiedriskajam organizacijam.

e Piedalities LCG Izglitibas komitejas darba, tostarp péc nepiecieSamibas vadit
sanaksmes.

e |eteicams piedalities profesionalas pilnveides konferencés un seminaros, ko
piedava ACA (ASV méroga un regionali), ALA, American Coalition of Languages
un citas organizacijas.



Uzturét efektivu komunikaciju ar administratoru, valdi, lzghtibas komiteju, citu
programmu vaditajiem, vecakiem, personalu un audzékniem.

Piedalities vecaku un darbinieku rokasgramatu (anglu un latvieSu valoda)
uzturéSana un aktualizéSana.

Nodro$inat, ka visa programmas sazina notiek caur oficidlo iestades e-pastu
(gvv@garezers.org) un tiek glabata kopigas sistémas nevis personigajos kontos.

Kopa ar administratoru un Izglitibas komiteju parskatit un pielagot programmas
struktiru, nemot vérad labadko praksi, skolénu vajadzibas un sabiedribas
ieguldijumu.

Veicinat pozitivas attiecibas starp gimeném, personalu un plasaku LCG kopienu.

Uzraudzit, lai vasard zinas par GVV tiek izplatitas socialajos medijos,
sadarbojoties ar personalu, brivpratigajiem un/vai marketinga direktoru.

Veicinat droSu, strukturétu un patikamu kopienas vidi, kas veicina gan
macisanos, gan audzéknu personigo izaugsmi.

Gatavosanas vasarai

Izveidot GVV vadibas komandu (ieklaujot taja, pieméram, skolotaju parzini,
audzinataju parzini, biroja vaditaju, akadémiskds programmas vaditaju,
registratoru, nodarbibu koordinatoru, saimniecisko vadrtaju) un vadit
pirmssezonas planoSanas sanaksmes. Sadarbiba ar citiem programmu
vaditajiem izmeklét vasaras tému.

Stradat ar skolotajiem, lai izvértétu un atjaunotu macibu materialus.

Piesaistit, intervét un pienemt darba skolotajus un audzinatajus, koordingjot
darba sludinajumus ar administratoru un citiem programmu vaditajiem.

Koordinét J-1 vizu pieteikumus un atbalstit darbiniekus pirms sezonas un
sezonas laika.

Savakt un registrét visu darbinieku dokumentaciju pirms ierasanas.

Nodrosinat darbiniekiem skaidrus amata aprakstus, atbildibas jomas un
vadliijas.

Laicigi iesniegt informaciju par telpu un uzturéSanas vajadzibam.

Organizét un vadit darbinieku apmacibas nedélu sadarbiba ar citiem programmu
vaditajiem, nodroSinot atbilstibu ACA standartiem, droSibas vadlinijam, iekSéjiem
kartibas noteikumiem un tradicijam.

Koordinét telpu un nodarbibu vajadzibas ar citam programmam.

Izstradat dienas kartibu kopa ar vadibas komandu.

Koordinét édinaSanu ar virtuves vaditaju un izbraukumus ar skolotajiem,
vecakiem un citam iesaistitajam personam.

Planot uzkodas un citas viesmilibas nodroSindSanai nepiecieSamas lietas
budZeta ietvaros.

Sadarboties ar CCUSA, konsulatiem un sponsoru organizacijam J-1 darbinieku
logistikai.



Norikot vai piesaistit socialo mediju koordinatoru ar skaidram vadlinijam par
satura publicéSanu.

Personala vadiba

Uzraudzit un atbalstit vadibas komandu ar regularam sanaksmém.
Parraudzit S$adas lomas:

o Skolotaju parzinis un/vai akademiskas programmas vaditajs (macibu
programma, skolotaju vadiba, stundu saraksti).

o0 Audzinataju parzinis (audzinataju pienakumi, grafiki, skolénu disciplina,
brivpratigo koordinacija).

o Biroja vaditajs (dokumentacija, komunikacija ar vecakiem, parakstu
izsekoSana, administrativais atbalsts).

o Nodarbibu koordinators (nodarbibu planoSana un parzina).

o0 Saimnieciskais vaditajs (infrastruktiras koordinacija, droSibas macibas,
inventars, transporta logistika).

Nodros$inat, ka darbinieku skaits atbilst GVV vajadzibam un budzeta prasibam.

Noteikt darbinieku grafikus, izmitinaSanu un deziru sarakstus.

lesniegt algu sarakstus ik nedé€|u un parvaldtt brivdienu/grafika mainas.

Konsultéties ar administratoru par darbinieku darba sniegumu vai disciplinariem

jautajumiem.

Veicinat darbinieku labsajdtu, sazinaties par transportu arpus nometnes.

Komunikacija ar vecakiem

Atri un profesionali atbildét uz vecaku jautajumiem visa gada garuma.

Nositit gimeném pirmssezonas informaciju (ierasands laiks, pasakumi,
noteikumi).

Nodros$inat regularu infromacijas nositiSanu vasaras laika.

Skaidri informét par grafika izmainam un izrakstiS8anas noteikumiem.

Laikus pazinot par Tpasam prasibam (pieméram, tautas térpiem vai svétku
drébém).

Péc sezonas sekot I1dzi ziemas darbu izpildei un terminiem.

Akadémiska programma

Nodro$inat, ka programma ir vecumam atbilstoSa, kultiras zina bagata un
saskana ar GVV vértibam un Latvijas Republikas diasporas izglttibas vadlinijam.
Parraudzit valodas zinaSanu izvertéSanu un pielagot macibu saturu atbilstoSi
audzeknu vajadzibam.

Nodrosinat skolotajiem macibu materialus, darba grafikus un atbalstu.

Uzraudzit vértéSanu, dokumentaciju un papilddarbu kartibu.



Atbalstit skolotajus un audzinatajus skolénu akadémisko/personigo vajadzibu
risina8ana.

Sadarboties ar LELBA (LatvieSu evangéliski luteriska baznica Amerika) un
nodrosSinat garigas audzinasanas skolotaju piesaisti.

Vadit vai delegét vadit rita pulcéSanos.

Nodrosinat ziemas darbu uzdevumu sagatavoSanu un izpildes uzraudzibu.

Programmas logistika un ipasie pasakumi

Uzraudzit un organizét galvenos notikumus un nedélas nogales (volejbola
nedélas nogale, sezonas nosléguma koncerts un izlaidums).

Nodrosinat laicigu komunikaciju par pasakumiem un to kartibu.

Nodrosinat skolénu droSibu, atpGtu un cienpilnu uzvedibu pasakumu laika.
Uznemt viesus sadarbiba ar LCG administraciju.

Parraudzit izrakstiSanos, telpu uzkop$anu un inventaru GVV programmas beigas.

Skolénu uzvediba

Nodrosinat konsekventu un taisnigu disciplinu saskana ar vecaku rokasgramatu.
Parliecinaties, ka personals uztur uzvedibas standartus.

Godigi izmeklét un dokumentét parkapumus, saglabajot konfidencialitati.
Konsultéties ar izpilddirektoru un Izglitibas komiteju nopietnos gadijumos.

Telpas un drosiba

Nodros$inat, ka telpas, klases, kopmitnes un teritorija ir droSas un tiras.

Uzraudzit GVV un noliktavu inventaru (ieskaitot datorus) un nodroSinat
dokumentu saglabasanu (pieméram, akadémisko ierakstu drukatas kopijas).
Koordinét uzturéSanas vajadzibas un ikdienas uzdevumu uzskaiti ar saimniecibu.
Bat klatesoSam sezonas laika; iecelt aizvietotaju prombatnes gadijuma.

Regulari veikt droStbas macibas un iesniegt dokumentaciju.

Budzets un finanses

lesniegt ieteikumus GVV budzetam pirms decembra Padomes budzeta sédes.
Parvaldit GVV algas un izdevumus apstiprinata budzeta ietvaros, saskanojot tos
ar tieSo finansialo atbalstu, ko Latvijas lzglitibas un zinatnes ministrija pieSkir
skolotajiem un audzinatajiem. Sadarbibad ar administratoru uzraudzit budzeta
izlietojumu un sekot I1dzi visiem vasaras izdevumiem.

lesniegt algu sarakstus katru nedélu; iesniegt Cekus un dokumentaciju
izlldzinadanai.



Sazinaties ar LCG biroju par visiem sanemtajiem ziedojumiem - gan tiem, kas
sniegti tieSi GVV, gan tiem, kas iesniegti birojam - nodroSinot, ka katram
ziedojumam ir skaidra informacija par ziedotaju un paredzéto mérki.

Sagatavot dotaciju un finanséjuma pieteikumus sadarbiba ar administratoru un
Izglitibas komiteju.

Koordinét macibu maksas un stipendiju sadalijumu ar LCG biroju.

Nodrosinat atskaites finansétajiem.

Planot darbinieku un skolénu viesmilibu nodroSinosas lietas budzeta ietvaros.

Sezonas nosléegums

Uzraudzit programmas nosléguma pasakuma un izlaiduma planoSanu un
koordinaciju sadarbiba ar skolotajiem, nodarbibu vaditajiem un LCG
administraciju.

Sagatavot rakstiskas atsauksmes par visiem darbiniekiem, noradot stipras puses
un jomas, kuras uzlabot.

Piedalities kopigas programmu parskatidanas sanaksmés ar citiem programmu
direktoriem un administraciju.

lesniegt padomei visaptveroSu rakstisku sezonas nosléguma zinojumu.

lesniegt €ku un uzturéSanas vajadzibu zinojumu nakamajai sezonai.

Nodrosinat, ka gala atzZimes un liecibas tiek izsniegtas nedélas laikd péc
izlaiduma.

Arhivét socialo mediju saturu un nodot marketinga direktoram.

Izplatit un analizét vecaku, skolénu un darbinieku aptaujas kopa ar Izglitibas
komiteju.



Garezers Summer High School (GVV) Director Objectives
Job Responsibilities and Duties

The GVV Director is hired by the Latvian Center Garezers (LCG) Executive Director
for an agreed contract term and is accountable to both the Executive Director and the
President. The GVV Director is responsible for the leadership and oversight of all
aspects of the Garezers Summer High School (GVV), including its academic and
cultural program, student life, staff management, budget, facilities, and community
relations. The Director ensures that GVV operates in accordance with LCG’s mission
and motto, “Dievam un Latvijai,” by upholding the program’s identity as a Latvian
summer high school and providing a safe, structured, and enriching environment for
students ages 14-17 years. The Director’s work will be guided by the program’s core
values of respect, friendship, and responsibility, and aim for program participants to
develop lifelong connections.

Please Note: The Director is empowered to design and lead a leadership team,
within the approved program budget, to achieve the objectives listed below. This
team may include roles such as Lead Teacher, Counselor Supervisor, Administrative
Assistant, Academic Curriculum Director, Registrar, Activity Coordinator, and
Operations Manager, ensuring that program responsibilities are shared and carried
out effectively.

General Responsibilities

e Direct GVV in accordance with LCG’s mission and motto, “Dievam un Latvijai.”

e Ensure compliance with LCG Board decisions, Michigan state laws and
regulations, and American Camp Association (ACA) standards. Support ACA
accreditation and re-accreditation processes, including documentation and staff
participation.

e Oversee the quality of the academic and cultural program, ensuring alignment
with GVV’s mission and educational objectives.

e Collaborate with American Latvian Association (ALA), World Federation of Free
Latvians (PBLA), U.S. and Latvian government institutions, and partners such as
Camp Counselors USA (CCUSA) to develop programming, recruit teachers and
counselors, and coordinate visas and funding.

e Represent and promote GVV in cooperation with the LCG administration,
Marketing Director, ALA Education Office, and other Latvian and community
organizations.

e Participate in the LCG Education Committee, including leading meetings as
assigned.

e Encouraged participation in professional development conferences and seminars
offered throughout the year by ACA (both regional and national), ALA, American
Coalition of Languages, and other institutions.



Maintain effective communication with the Executive Director, Board of Directors,
Education Committee, program directors, parents, staff, and students.

Contribute to maintaining and updating Parent and Staff Handbooks (English and
Latvian).

Ensure all program communications are conducted through the official
institutional email account (gvv@garezers.org) and stored in shared
organizational systems, not personal accounts.

Work with the Executive Director and Education Committee to adapt program
structures, considering best practices, student needs, and community input.
Foster positive relationships among families, staff, and the broader LCG
community.

Oversee GVV’s social media presence during the summer, coordinating with staff,
volunteers, or the Marketing Director.

Foster a safe, structured, and enjoyable community environment that supports
both learning and student growth.

Preparing for the Summer

Identify the GVV leadership team (e.g., Lead Teacher, Counselor Supervisor,
Administrative Assistant, Academic Curriculum Director, Registrar, Activity
Coordinator, and Operations Manager) and conduct pre-season planning
meetings. In coordination with other program directors, select an appropriate
theme for the summer.

Work with teachers to assess and update teaching materials.

Recruit, interview, and hire GVV teachers and counselors, coordinating job
postings with the Executive Director and other program directors.

Coordinate J-1 visa application process and support J-1 staff pre-season and
in-season.

Collect and track all staff documentation prior to arrival.

Provide staff with clear job descriptions, responsibilities, and policies.

Submit facility and maintenance needs in advance.

Organize and lead Staff Training Week in cooperation with other program
directors, ensuring alignment with ACA standards, safety protocols, policies, and
traditions.

Coordinate activity and space needs with other programs.

Develop daily schedules in cooperation with the Leadership Team.

Coordinate meals with the kitchen manager and class outings with teachers,
parents, and other stakeholders.

Plan snacks and staff hospitality within budget.

Liaise with CCUSA, consulates, and sponsoring organizations for J-1 staff
logistics.

Designate or recruit a GVV social media coordinator with clear posting guidelines.




Staff Management

Supervise and support the Leadership Team through regular meetings.

Oversee roles such as the following:

o Lead Teacher and/or Academic Curriculum Director (curriculum, teacher
management, and class schedules).

o Lead Counselor (counselor duties, scheduling, student discipline, and
volunteer coordination).

o Administrative Assistant (records, parent communication, paperwork,
sign-outs, and administrative support).

o Activity Coordinator (recreational activity planning).

o Operations Manager (facilities coordination, safety drills, inventory,
transportation logistics, and general program support).

Ensure staffing levels meet regulatory and budget requirements.

Assign staff schedules, housing, and duty rosters.

Submit payroll weekly and manage staff vacation/coverage schedules.

Consult with the Executive Director on staff performance or disciplinary issues.

Encourage staff wellness and morale, coordinating downtime and off-site

transport.

Communication with Parents

Respond promptly and professionally to parent inquiries year-round.

Send pre-season family information (arrival times, events, and expectations).
Provide timely and regular updates during the summer.

Clearly communicate schedule changes and sign-out rules.

Communicate early regarding special requirements (e.g. folk costumes and
special attire).

Follow up post-season on winter work assignments and deadlines.

Academic Program

Ensure programming is age-appropriate, culturally rich, and aligned with GVV’s
mission and the Republic of Latvia’s diaspora curricular guidelines.

Oversee language assessments and adapt curriculum to meet student needs.
Support teachers with materials, schedules, and assignments.

Oversee grading, recordkeeping, and make-up work procedures.

Support teachers and counselors in addressing academic/personal needs.
Coordinate with LELBA to secure religious education teachers.

Lead or delegate daily morning assembly.

Ensure winter work assignments are distributed and followed up on punctually.

Program Logistics & Special Events

Oversee major events and weekends (student participation in Volleyball
Weekend, end-of-season performance, graduation).
Maintain communication during schedule adjustments and events.



Ensure safety, rest, and respectful conduct throughout special events.
Host and engage dignitaries and partners in cooperation with LCG administration.
Oversee end-of-season move-out, facility clean-up, and inventory.

Student Conduct

Maintain consistent and fair discipline per the Parent Handbook.

Ensure all staff uphold student conduct standards.

Investigate and document misconduct fairly, maintaining confidentiality.

Consult with the Executive Director and Education Committee on
serious/repeated issues.

Facilities and Safety

Ensure facilities, classrooms, dormitories, and grounds are safe and clean.
Oversee GVV and storage space inventory (including computers) and record
retention (e.g., hard copies of academic records).

Coordinate facility needs and daily maintenance tracking with Facilities Manager.
Remain present during the session; designate a substitute if absent.

Conduct regular safety drills and submit documentation.

Budget and Finance

Submit proposed changes to the GVV budget prior to the December Board
budget meeting.

Manage GVV salaries and program expenses within the approved budget,
aligning them with direct financial support provided to teachers and counselors by
the Latvian Ministry of Education. Coordinate budget oversight with the Executive
Director and monitor all expenditures throughout the summer.

Submit payroll weekly; provide receipts for reconciliation.

Communicate with the LCG office regarding all donations received — both those
given directly to GVV and those processed through the office — ensuring each
includes clear donor information and intended purpose.

Submit grant applications/funding requests in cooperation with the Executive
Director and Education Committee.

Coordinate tuition charges and stipend allocations with the LCG office.

Provide reports to funding organizations.

Plan staff and student hospitality within the official budget.

End of Season

Oversee end-of-program performance and graduation.

Provide written evaluations for all staff.

Participate in joint program reviews with other directors.

Submit a comprehensive written end-of-season report to the Board.

Submit facility/maintenance needs for the following season.

Ensure final grades and report cards are distributed within one week of
graduation.



Archive social media and program content for records.
Distribute and review surveys from parents, students, and staff with the Education
Committee.
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