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POSITION DESCRIPTION

POSITION TITLE: 
Teen/Unit Director 
SUPERVISORS:
Director of Youth Development Services /Director of Operations / Executive Director
·  Exempt 

POSITION SUMMARY

· Directs/manages overall daily operations of the designated Clubhouse ,and Extension Site with the primary concern for programs and service delivery, supervision and training of staff, facilities management, community relations and membership administration. 

· To plan, promote, implement and evaluate all teen programming according to the agency’s mission.  Overall teen program will be varied and will be represented in each of the core program areas as identified in Boys & Girls Clubs’ Youth Development Strategy. Program emphasis will include education, technology and job readiness.

Skills/Knowledge Required:
· Four year degree from an accredited college or university, or equivalent experience.

·  A minimum of two years work experience in a Boys & Girls Club or similar organization planning and supervising activities based on the developmental needs of young people, or equivalent experience.

·  Demonstrated ability in personnel supervision, facilities management, and the recruitment and retention of key personnel.

· Strong communication skills, both oral and written.

· Ability to recruit, train, supervise, and motivate staff.

· Ability to deal effectively with members including discipline problems.

· Working knowledge of budget preparation, control, and management.

·  Demonstrated ability in working with young people, parents and community leaders.
· Knowledge of programs and resources available for teen programming.
· Special understanding of the needs and interests of children in their various life-span developmental stages.

· Demonstrated experience in planning, organizing, implementing, and evaluating supplemental programs for youth between the ages of six to eighteen years of age.

· Provide a positive example for children to follow

· Ability to effectively engage youth in fun activities, utilizing strategies that help them develop a sense of competence, a sense of usefulness, a sense of belonging and a sense of influence.

· Ability to work with children from all backgrounds, including those who are at risk, or are from disadvantaged circumstance.
· Knowledge of basic computer applications including, but not limited to Microsoft Office. 
KEY ROLES (Essential Job Responsibilities):

Leadership

1. Establish Unit or Branch & Extension Site programs, activities and services that prepare youth for success and that create a club environment that facilitates achievement of Youth Development Outcomes.

2. Ensure a healthy and safe environment, ensuring facilities, equipment and supplies are maintained.

Strategic Planning

3. Plan, develop, implement and evaluate Unit or Branch and Extension Site overall programs, services and activities to ensure they meet stated objectives and member needs and interests. Compile regular reports reflecting all activities, attendance and participation.

Resource Management

4. Manage Unit or Branch and Extension Site financial resources assisting in the development of annual budgets. Control expenditures against budget.

5. Ensure administrative and operational systems are in place to maintain the operation of the physical properties and equipment of the Club, including use of facilities by outside groups.

6. Recruit, manage and provide career development opportunities for branch staff and volunteers. Conduct regular staff meetings.

Partnership Development

7. Develop partnerships with parents, community leaders and organizations.

Marketing and Public Relations

8. Develop and maintain public relations to increase the visibility of programs, services and activities within the Club and the community.
9.  Actively recruit teen members; maintain relationships with schools and appropriate community agencies to assist with recruitment.
10. Personally conduct age-appropriate group clubs, including those emphasizing education, technology and job-readiness.
11. Work closely with other staff to implement the arts and cultural enrichment, physical education and prevention programs, to provide a well-rounded program for teen members.
12. Maintain proper record keeping procedures as required, including monthly activity reports, program schedules, program outcome reports and requisitions for supplies and equipment; facilitate the use of KidTrax software to maintain accurate program and attendance reports.
13. Perform other job-related tasks as assigned by the Director of Youth Development Services / Director of Operations / Executive Director.
RELATIONSHIPS:

Internal: Maintains close, daily contact with Club professional staff to interpret and explain organizational mission, program objectives and standards, discuss issues, and provide/receive information. Maintains contact with Unit Boards. Has regular contact with members as needed to discipline, advice, and counsel.
External: Maintains contact with external community groups, schools, members' parents and others to assist in resolving problems and to publicize Club.

Disclaimer:
The information presented indicates the general nature and level of work expected in this classification.  It is not designed to contain, or to be interpreted as, a comprehensive inventory of all duties, responsibilities, qualifications and objectives required of employees assigned to this job.
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Mission Statement:

The mission of the Boys & Girls Clubs of Clermont County is to provide quality programs to youth of all backgrounds so that they may develop qualities needed to become responsible citizens and leaders.
�











