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DISCOVER ZONE YOUTH DEVELOPMENT COORDINATOR JOB DESCRIPTION

	Position Title:
	Youth Development Coordinator, Discover Zone

	Reports To:
	OST Program Manager
On Site:  School Principal

	Location:
	Billings

	Type of Position:  
	Part-time; Permanent

	FLSA Status:
	Non-Exempt

	Hours:  
	Maximum 35 hours/week; M-F 2-6pm.  Additional hours, as required, during summer, PIR days, Early-outs, and School (non-legal) holidays.   

	Salary Range:
	$15.00 per hour, DOE


ROLE:  Implement the Discover Zone After School Program for middle school children, at assigned program site; ensure a safe place for children where they can enjoy skill building, recreation, and enrichment activities.
ABOUT DISCOVER ZONE:  Discover Zone is a middle school Out of School Time (OST) program operated by United Way of Yellowstone County, founded in 2010.  Serving 25-40 children daily throughout the school year and during the summer; and Whole Day programs on most school holidays and PIR Days.  Discover Zone provides homework assistance, engages students with life skills coaching, sports enrichment opportunities, mentoring from local volunteers, and exposure to a variety of non-academic pursuits. 

DUTIES AND RESPONSIBILITIES

1. Design and implement curriculum and robust calendar for after school and summer programming.

2. Identify and coordinate program partners to participate in enrichment program.

3. Coordinate and train volunteers to assist with providing after school activities.
4. Manage marketing, publicity, and outreach efforts for recruitment of students.
5. Manage and maintain program budget.

6. Produce handbook and registration materials.

7. Collaborate with UWYC Community Impact team to meet School Readiness and School Success annual and strategic goals.
8. Represent Discover Zone programs to the community.
9. Secure locations in the school building and in the community for activities.
10. Develop, implement, and evaluate best practice programs based on the needs of the students.

11. Maintain records of all program participants; collect data from participants as needed.

12. Maintain standards of pupil behavior needed to achieve a safe and positive climate students.

13. Assist with distributing daily snacks to students.
14. Oversee safety of program participants during activities, and handle discipline issues in accordance with Discover Zone handbook.
15. As needed, address complaints and resolve conflict among parents, students, and staff.
16. Work cooperatively and in conjunction with OST Manager, School Principal, teachers, and parents.

17. Utilize ProCare to communicate and engage parents.
18. Serve as staff liaison to Parent Advisory Council.
19. Participate in related professional development opportunities.

GENERAL RESPONSIBILITIES

1. Support and abide by agency policies, procedures and philosophies. 

2. Maintain standards of safe working conditions.

3. Serve as a United Way of Yellowstone County ambassador at all times by communicating the mission and vision of United Way. 

4. Perform other duties assigned by the OST Manager.

QUALIFICATIONS
· At least two years’ experience working with elementary or middle school-age youth.

· Experience in identifying and managing an instructional volunteer staff.

· Exceptional attention to detail, communication, and managerial skills.

· Charismatic, personable, and motivational.

SKILLS & ABILITIES

1. Language Skills:  Ability to read, analyze, and interpret professional documents. Ability to write and create documents in a manner that is understandable and organized. Ability to effectively present information and respond to questions. Ability to use effective interpersonal communication skills when interacting with staff, parents, school personnel, community partners, and others. 

2. Reasoning Ability:  Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral diagram, or schedule form.

3. Human Resource Skills:  Ability to assist with conflict management and uphold UWYC values and ethics.  Ability to engage in strategic thinking and planning.

4. Physical Requirements: 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:  

· Standing 50% or more

· Ability to travel to Discover Zone school locations

· Ability to handle light lifting, such as groceries for snacks, books, games and other materials

· Walk up and down stairs to reach rooms/space assigned to CARE Academy

· Ability to see, hear, and respond to staff and students in the program

UNITED WAY CORE COMPETENCIES FOR ALL STAFF 

· Mission-Focused: Catalyze others’ commitment to mission to create real social change that leads to better lives and healthier communities. This drives their performance and professional motivations. 

· Relationship-Oriented: Understands that people come before process and is astute in cultivating and managing relationships toward a common goal. 

· Collaborator: understands the roles and contributions of all sectors of the community and can mobilize resources (financial and human) through meaningful engagement. 

· Results-Driven: Dedicated to shared and measurable goals for the common good, creating, resourcing, scaling, and leveraging strategies and innovations for broad investment and impact. 

· Brand Steward: Steward of the brand and understands his/her role in growing and protecting the reputation and results of the greater network.

ORGANIZATION OVERVIEW 
Mission:  To improve lives by mobilizing the caring power of the community. 

Vision:  United Way of Yellowstone County is the primary community-building organization in South Central Montana. We provide leadership to effectively mobilize people, financial and strategic resources to improve people's lives. We identify and address the community's priority needs and provide solutions that achieve measurable results and sustained community change. 

DIVERSITY, EQUITY & INCLUSION STATEMENT 
Diversity is a core value at UWYC. We are passionate about building and sustaining an inclusive and equitable working environment. We believe every member on our team enriches our diversity by exposing us to a broad range of ways to understand and engage with the world, identify challenges, and to discover, design and deliver solutions. 

Diversity, equity and inclusion are vital to achieving our mission, living our values, and advancing the common good. UWYC is committed to diversity, equity and inclusion within its own organization and the community. The officers, directors, committee members, employees and persons served by UWYC shall be selected in a manner to promote diversity, equity and inclusion and entirely on a non-discriminatory basis with respect to race, religion, national origin, ethnicity, age, gender, gender identity and expression, disability, sexual orientation, veteran-status, familial status, or socio-economic status.
The United Way of Yellowstone County is an equal opportunity employer and adheres to a policy that no qualified person shall be discriminated against because of race, color, national origin or ancestry, age, sex, marital status, or disability in any program or activity for which it is responsible. 

Compensation 
1. Hiring Salary Range: $15.00 per hour, DOE
2. Benefits: 
· Paid time off (two personal days) after 6-month probation period.
· 403(b) Retirement plan (Once eligible and the service requirements are met, UWYC contributes 5% to the 403(b) Thrift Plan on behalf of the employee, and will match the employee's contribution up to an additional 5%.)
· Flex Direct Health Coverage
· Free Childcare
Interested applicants should submit a resume and cover letter via email to unitedway@uwyellowstone.org using “Discover Zone” in the subject line.
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