TOWN OF SOUTH WINDSOR

YOUTH PROGRAMS COORDINATOR

NATURE OF WORK

The purpose of this position is to assist in planning, organizing, and supervising a comprehensive recreation program for various ages within the community including before and after school childcare, summer camps, vacation camps, special programs and activities.
The Youth Programs and Activities Coordinator must be passionate and motivated to lead successful Youth Recreation programs and activities for the Town of South Windsor. Programming is expected to be managed with a high level of coordination, communication and adapt to the changing needs of the community and trends in the field. Ensure the promotion of programming growth, safety, satisfaction and retention through program participation and facility excellence.
Work is supervised by the Recreation Supervisor - Youth Programming. Work is reviewed regularly for overall program effectiveness and efficiency.
EXAMPLES OF ESSENTIAL JOB FUNCTIONS

The coordinator evaluates the needs of the various populations it serves and seeks out new ideas and methods to provide the appropriate services. The coordinator is required to exercise considerable independent judgment in administering and managing these varying programs and is responsible for maintaining and improving upon the efficiency and effectiveness of all areas under their direction and control through collaboration with Recreation Supervisors. Assumes the duties and responsibilities of the Recreation Supervisor in his/her absence.

Administrative Duties: 

· Assist the Recreation Supervisor in planning, implementing, and evaluating programs and services provided by the department. 

· Assist with the preparation and management of the before & after school programs, vacation camp, seasonal day camps and youth programs. 

· Supervise and manage staff responsible for recreation programs and facility operations. 

· Assist with maintaining budget for various programs and projects. 

· Research and develop proposals for new initiatives and improvements to existing programs to engage more community members. 

· Develop and implement marketing strategies to promote park and recreational offerings to the public. 

· Ensure compliance with state & local laws, regulations, and policies pertaining to parks and recreation facilities and programs. 

· Communicate policies and programs to families and promote family participation in special events and programs.

· Recruits, trains, and supervises part-time staff, seasonal employees, and volunteers. 

· Conducts performance evaluations and provides training opportunities to ensure program quality and professional growth. 
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· Represent the department at various community meetings and events to promote awareness and support. 

· Teaching instructional classes and leading new programs when needed. 

· Camp and Childcare Program Responsibilities: 

· Oversee the preparation and management of the before & after school programs, vacation camp, seasonal day camps and youth programs. 

· Engage with staff members & parents to manage operations of assigned programs. 

· Diligently follow state and local regulations associated with program oversight. 

· Collaborate with seasonal camp directors and program site directors to develop program curriculum and activities. 

· Be hands-on in programs to ensure the program is running smoothly. 

· Update behavioral policies, procedures for participants and parents as needed. 

· Keep organized and updated records for all participants and staff. 

· Helps resolve conflicts with children and model positive behavior. 

· Set goals, benchmarks, and evaluations for all camp and sports & recreation programs, ensuring follow-through on key objectives. 

· Establish systems to track progress and evaluate program success, communicating outcomes to relevant parties. 

· Implement innovative and engaging programs for children, families, and staff to foster year-round engagement.
OTHER JOB FUNCTIONS

Performs related work as required.

One theme of this Total Quality Management organization is teamwork both within departments and among departments to maximize quality service delivery to the citizens of South Windsor.  Personnel are encouraged and expected to perform work not definitively described in their job descriptions.  

REQUIREMENTS OF WORK

High School Diploma and at least two years of related experience in recreational programming and supervision. Bachelor’s degree in Recreation, Child Development, Early Childhood Education or related field; or any equivalent combination of training and experience that provides knowledge, skills and abilities preferred.

CPR and First Aid, Epi Pen and Medicine Administration Certifications (or willingness to acquire within 60 days of employment)

Knowledge of the philosophy of planned childcare and community recreation, and program management

Understanding and knowledge of recreation administrative registration software (RecDesk)
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Excellent interpersonal, verbal, and written communication skills. 

Strong problem-solving and conflict-resolution abilities. 

High level of professionalism and discretion in handling sensitive matters. 

Ability to manage multiple priorities and deadlines in a municipal setting. 
Experience working with youth and adults in a recreational setting. 

Proficiency in computer software and report writing skills, specifically in MS Word and Excel

Knowledge of equipment used in childcare and in a recreation department

NECESSARY SPECIAL REQUIREMENTS  
Must possess a valid Connecticut Motor Vehicle Operator’s License

PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to walk, sit and talk or hear; use hands or fingers, handle or feel objects, tools or controls; and reach with hands and arms.  The employee is occasionally required to climb or balance; stoop, kneel, and crouch and crawl.

The employee must occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job include close vision, color vision and the ability to adjust focus.  Hand-eye coordination is necessary to participate in recreation leadership activities when required, and to operate a personal computer and other office instruments.
