
POSITION DESCRIPTION

Title:  Teen Center Coordinator

Reports to:  Program Director

 PRIMARY FUNCTION:

Plans, implements, supervise and evaluate activities provided in within a specific program area, such as Education, Special Education, Social Recreation, Arts & Crafts, and Physical Education.  This is a year round position with a possibility of more hours in the summer months.

KEY ROLES (Essential Job Responsibilities):

1. Prepare Teens for Success

Create an environment that facilitates the achievement of Development Outcomes:

promote and stimulate program participation; register new members and participate in their club orientation process; provide guidance and role modeling to [image: image1.png]BOYS & GIRLS CLUBS
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members.

2. Program Development and Implementation

 Effectively implement and administer programs, services and activities for drop-in members and visitors.

Monitor and evaluate programs, services and activities to ensure safety of members, quality in programs and appearance of the branch at all times. Prepare periodic activity reports.

3. Supervise 

SPECIFIC RESPONSIBILITIES:
Work Schedule:  Mon-Fri 2:00-6:30pm with closing duties on Mondays.  Some weekend special events (Youth of the Year, Legislator day, and others).

 Prepare teen center for members’ daily activities.  Responsible that teen center is neat, organized and inviting.

1. Make a weekly schedule to keep teens up to date.

2. Scheduling gaming systems so everyone gets equal time.

3. Organize special events throughout the month to promote involvement. 
4. Contribute significantly towards Youth of the Year; help develop teens for YOY, candidate selection, chaperone as needed.

5. Participate in Legislative Day annually, help youth with shadowing if continues.

6. Responsible for finding chaperones for teen events outside of regular club hours.

7. Follow daily cleaning schedule.

ADDITIONAL RESPONSIBILITIES:
1. May participate in special programs and/or events.

2. When you are done with your responsibilities, check to see if any other staff needs assistance.

RELATIONSHIPS:

Internal: Maintains close, daily contact with Club staff (professional and volunteer), Club

members, and supervisor to receive/provide information, discuss issues, explain guidelines/instructions; instruct; and advise/counsel.

External: Maintains contact with external community groups, schools, members' parents and others to assist in resolving problems.

SKILLS/KNOWLEDGE REQUIRED:

• High School diploma or GED.

• Experience in working with children.

• Knowledge of youth development.

• Ability to motivate youth and manage behavior problems.

• Ability to deal with the general public.

• Ability to plan and implement quality programs for youth.

• Ability to organize and supervise members in a safe environment.

• CPR and First Aid Certifications.

• Valid State Drivers License

PHYSICAL REQUIREMENTS/WORK ENVIRONMENT: Staff must be able to stand on feet for a long period time, lift more than 30 lbs and walk more than 200 yards.  Staff must be able to be in the sun, it is staff’s responsibility to use proper sun block and have proper attire for club activities.  It is staff’s responsibility to disclose prior allergies or medical issues.  Previous conditions may prevent a position from being offered if it is not safe for you to be around members. 

















