Program Specialist/Nighttime Supervisor Job Description
Status:
Part Time/ Evening Hours  

Reports To:
Youth Services Program Director

Job Summary: 

This position is responsible for implementing organized activities for Youth Services Participants, supervising evening staff and general building upkeep. Activities are conducted with youth between the ages of 6-17 and their families. 
Qualifications:

· Associates degree in related field plus one year related experience or 60 hours of related training plus 2 years related experience.

· Experience in Program Development and Implementation
· Supervisory experience 

· Commercial Driver License a plus

· Bilingual in English and Spanish a plus

Knowledge, Skills and Abilities:    

· Good organizational and interaction skills.
· Effective communication skills both oral and written.
· Positive interaction and ability to work with people from varied backgrounds.

· Ability to routinely perform word processing, spreadsheet processing, and data base management using the computer.

· Must obtain CPR/First Aid certification and maintain current certification.

· Must have a valid drivers license

Work Requirements:

Routine work schedule is Monday through Saturday, up to 30 hours per week: afternoon and evening hours as scheduled by supervisor.  Flexible work hours for completing job responsibilities.  Weekend work required as needed and scheduled. In-state travel required.

Responsibilities:

· Consistently arrive to work as scheduled.

· Plan and implement daily activities for participating youth using approved resources.

· Recruit and coordinate the involvement of various service agencies to facilitate presentations introducing program topics or to provide supplementary information/activities.

· Maintain all equipment and supplies 

· Serve as a positive influence in the character development of each program participants by modeling appropriate behavior.

· Provide referral services for families as needed.

· Ensure that registration and other participant forms are obtained for each program participant.

· Transport program participants to scheduled YSP activities using West End Neighborhood house vehicles.

· Prepare and submit reports as required (i.e., accident reports, time sheets, sign in sheets, monthly reports, etc.)

· Attend staff meetings as required.

· Supervise program activities at all times to ensure safe and proper behavior and appropriate use of the building.   
· Recruit volunteer coaches and program support staff.
· Appropriately and effectively manage work schedule so that all responsibilities of the position are being fulfilled.

· Assist with daily operations of the program, both self-initiated and in response to the request of the Youth Director, in such a manner which will help facilitate overall organizational functions.

· Continually maintain an orderly program environment by consistently exercising appropriate behavior management practices in compliance with the agency’s established policies and procedures.

· Ensure the closure of the facility through evening security procedures

· Supervise evening staff and volunteers  

· Organize staff schedules 

