YMCA of San Francisco

Job Description

Title:  Program Coordinator – Hayes Valley Youth & Teen Center

Incumbent: Open

Supervisor: WA Beacon Director
Branch/Unit: Buchanan/ WA Beacon
FLSA: No-Exempt: FT
Salary Range: D.O.E.
Effective Date: October 27, 2010


General Function


Located at John Muir Elementary School, Raoul Wallenberg Traditional High School and Hayes Valley Youth & Teen Center, the Western Addition Beacon Center provides quality after-school programming for youth and also serves as a community center addressing the specific needs of the Western Addition community.  Our mission is to enrich the lives of community members and to ensure the healthy development of young people.  We offer a wide array of after-school programming including computer technology, cultural arts, and recreation.   We also recognize the importance of family and adult services and work to serve the entire community.  
The Program Coordinator will be responsible for the functioning and monitoring of all programs and site related operations of the Hayes Valley Youth & Teen Center and the supervision of all related staff and volunteers.  Working closely with the Beacon Director, responsibilities will include coordination with Hayes Valley Property Manager, CBOs and other service providers to ensure effective and safe use of the site, communication with neighborhood agencies and the development and oversight of all programmatic related activities (i.e. violence prevention groups, job readiness workshops, life skill classes, gender specific groups, community events, etc.), primarily focusing on youth to young adults ages 14-24.
Working Environment/Minimum Physical Requirement

You must have the physical, visual and auditory ability to perform the essential functions of the job with or without reasonable accommodations.

All employees working with the YMCA are considered to have supervisory or disciplinary action relationship over minors.  Fingerprints will be taken upon commencement of employment and will be submitted to the Association Office human resources department prior to beginning the first day of work.  Employees may be rechecked every two years.
Qualifications


1. BA/BS and one (1) year supervisory experience or five (5) years supervisory and youth programming experience.
2. Experience working with community organizations, juvenile justice institutions and schools, including ability to interact, engage and collaborate with representatives from community agencies, school district personnel, and other private/public institutions.

3. Excellent organizational skill and multi-project/multi-task oriented, including experience scheduling and coordinating multiple activities.

4. Knowledge of youth development principles and practices.

5. Team player with proven ability to work with people from a variety of different ethnic, socioeconomic, educational, religious, sexual and generational backgrounds.

6. Self-starter with strong initiative and ability to design, implement and evaluate projects.

7. Familiarity with the Western Addition community is a must.
8. Bilingual skills in Spanish, Cantonese, Tagalog preferred.

9. Valid California Drivers License and proof of vehicle insurance

10. Health Screening/TB Clearance.
11. Background/Fingerprint Clearance.
12. First Aid and CPR certification.
Essential Functions

1. Create and update schedules and room assignments for all programs and activities; be aware of what programs are in the facility at all times.
2. Collection and management of member registrations forms.

3. Maintain client and case confidentiality per agency standards.

4. Implement program staff intake, including criminal background check and proof of negative PPD.

5. Daily attendance for all programs; ensure information is compiled in the appropriate form for data entry and is turned in on time.

6. Monitor programs daily for quality and compliance, including compliance with the code of behavior appropriateness and quality of program content, program staff attendance and accountability, participant attendance and behavior and level of interest.

7. Establish and manage protocol for reporting incidents.

8. Report all incidents per YMCA guidelines and School District guidelines.

9. Liaison with service providers, Safety & Support staff, and Director to ensure smooth flow of planning.

10. Convene monthly meeting with service providers and staff to guarantee program quality and compliance with youth development principles.

11. Supervise staff and support staff in their growth and development.
12. Produce reports as needed.
13. Represent the site at meetings, events and conferences. 

14. Participate in evaluation projects.
15. Participate in bi-monthly management team meetings and staff meetings.
16. Meet regularly with other program directors/site coordinators of the youth and adult programs for coordination and information exchange.
17. Demonstrate the "Character Counts" values of caring, respect, honesty and responsibility in all your dealings with members, guests, volunteers and fellow staff.
18. Participate in training and abide by the "New Perspectives" guidelines for the YMCA of San Francisco.
19. All other duties assigned by supervisor
Effects on End Results

This position has a significant impact on the effectiveness with which the YMCA accomplishes its goals and objectives in services to the community.  The incumbent has an impact on the community’s understanding of the YMCA movement.

The effectiveness of this position should be measured by:

· Physical and emotional safe environment for all participants and staff at the Western Addition Beacon Center.
· Enthusiastic participants who recommend the program to other community members.
· Enthusiastic parents who recommend the program to other community members.

· Measurable progress in children’s independent learning skills and self-confidence.
· The Western Addition Beacon Center is seen as a community center addressing the specific needs of the community.  It will successfully fulfill its mission to enrich the lives of community members and to ensure the healthy development of young people. 
· Beacon Center will operate a fiscally and programmatically sound operation that meets the requirements of the YMCA of San Francisco and its contributors.
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