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of Cecil County
POSITION DESCRIPTION

TITLE:


Activities Assistant 
PERFORMANCE

PROFILE SOURCE:
Youth Development Professional

DEPARTMENT:

Part-Time Professional
REPORTS TO:

Unit Director 

(
Exempt


(
Non-Exempt

POSITION SUMMARY:

The Activities Assistant is responsible for ensuring youth development principles are incorporated into programs and activities; providing guidance and discipline to ensure a safe and positive environment for youth; ensuring the incorporation of character development, age appropriate and gender-specific programs and activities; assisting in the planning, implementation, and delivery of exciting and engaging educational activities and programs for youth ages 6-18; and maintaining and caring for applicable equipment and supplies.
QUALIFICATION REQUIREMENTS:

Knowledge

Knowledge of youth development principles and practices, and group leadership skills.

Education

Some college preferred.
Experience

Minimum of one year of experience working with youth ages 6 to 18. 
Skills required in the following areas:
· Safety, Health and Environment Skills: Supporting a Safe Environment, Fostering Organizational Wellness

· Communication Skills: Informing, Listening, Presenting, Writing
· Planning Skills: Action Planning and Organizing, Monitoring
· Decision Making Skills: Analyzing, Judgment
· Relationship Skills: Teamwork, Networking

· Quality Skills: Implementing Quality Improvements
KEY ROLES - Competency Areas
PREPARING YOUTH FOR SUCCESS

PT1
Contribute to Programs, Activities and Services that Prepare Youth for Success

PT2
Contribute to Creating a Club Environment that Facilitates the Achievement of Youth Development Outcomes

HEALTH AND SAFETY

PT3    Contribute to Ensuring a Healthy and Safe Environment

PT4

Contribute to Ensuring that Facilities, Equipment and Supplies are Maintained
PROGRAM DEVELOPMENT AND IMPLEMENTATION

PT5
Contribute to Effectively Planning Programs, Services and Activities

TEAMWORK
PT 6  
Contribute to Team Meetings
TECHNOLOGY

PT7

Update and Maintain Skills in Use of Current Technology and Information 

          Management Systems

PARTNERSHIP DEVELOPMENT

PT8  
Contribute to Developing Partnerships with Parents and Families
MARKETING AND PUBLIC RELATIONS

PT9  
Contribute to Developing and Maintaining Public Relations

ADDITIONAL ACCOUNTABILITIES:

Relationships

Internal:

Maintain close, daily contact with Club staff, including supervisor, and Club members to discuss issues, provide and receive information, and explain guidelines/give instructions/instruct and advise/counsel.
External:

When appropriate, maintain contact with external community groups, schools, members’ parents and others to assist in promoting and marketing the Club and resolving challenges.
Other Requirements

· CPR and first aid certifications
ENVIRONMENTAL AND WORKING CONDITIONS:

All work is conducted in a Club setting, indoors and outside.  Limited travel is required.

PHYSICAL AND MENTAL REQUIREMENTS:
Demonstrated ability to:

· Maintain a high energy level.

· Be comfortable performing multi-faceted projects in conjunction with day-to-day activities.

DISCLAIMER:
The information presented indicates the general nature and level of work expected of employees in this classification.  It is not designed to contain, nor is it 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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