 

The Salvation Army

                                 Indiana Divisional Headquarters
JOB DESCRIPTION

TITLE:  Community Youth Center Worker 
DEPT: Community Youth Center 
     

REPROTS TO: Community Youth Center  
FLSA: Non Exempt

                           Director
JOB CODE:  N/A

DATE: April 2018                  


The Salvation Army Mission:

The Salvation Army, an international movement, is an evangelical part of the universal Christian church.  Its message is based on the Bible.  Its ministry is motivated by the love of God.  Its mission is to preach the gospel of Jesus Christ and to meet human needs in His name without discrimination.

Job Objective:

With minimal supervision from the Community Youth Center Director, will implement community youth center programs, challenging youth mentally, physically, and spiritually and will establish relationships with youth that allow for positive impact.
Essential Functions: 
This job description should not be interpreted as all inclusive. It is intended to identify the essential functions and requirements of the position. Other job related responsibilities and tasks may be assigned.  Reasonable accommodation may be made to enable individuals with disabilities to perform the essential job functions.

List functions here:
· Responsible for opening Community Youth Center

· Will greet youth and be responsible for accurate statistics for the CYC
· Will redirect under and / or over age youth and adults from the center as defined by The Salvation Army and Safe From Harm guidelines. 
· Will supervise youth and make sure that two designated leader are with youth at all times.

· Responsible for assisting in center discipline as well as fair play

· Immediately notify director and / or corps officer(s) of any incidents involving youth and / or staff and to fully document

· Communicate upcoming corps events

· Responsible to distribute or assist in snacks or meals

· Responsible for proper use and care of all equipment and to immediately report any broken or missing items to director.

· Must be willing and able to participate in all activities with youth.

· Must monitor computer usage including websites and how long on line and redirect as needed.
· Assist in scheduling of all activities

· Responsible for assisting in and / or closing of the Community Youth Center each evening.

· Instruct youth to put away and secure all games, equipment and supplies.

· Turn off all lights (gym, café, game room, computer room, restrooms, hallways) and lock appropriate breaker boxes. 

· Confirm all interior and exterior doors are locked and secured. 

· Confirm building is empty, turn off any additional lights, security check all doors and set the alarm.  

Other Responsibilities:

· Will play an active role in community awareness and promotion of the Community Youth Center.
· Attend and participate in all CYC staff meetings and other Salvation Army events as requested. Attendance at both fall events is MANDATORY!
· Responsible to see that all areas of the CYC are picked up and cleaned at the end of each day. Including collecting left items, wiping down tables, collecting trash and putting away all cleaning supplies. 
· Other duties as assigned by CYC Director
· Cell phones MUST be on vibrate or silent during work hours. If there is an emergency and a phone call must be answered staff needs to clock out and step out of the CYC area.

· Absolutely NO staff or volunteer is to let a child utilize their phone for any reason.

Minimum Qualifications:

The requirements listed below are representative of the minimal education, experience, skills and / or abilities required for this position. 

Education / Experience:

· Must have High School Diploma or GED

· Must have prior work experience with children through work or volunteering.

Certifications:

· Valid Indiana Driver’s license and good driving record are Required. (All CYC staff members are responsible for the transport of children.)
· Current CPR and First Aid certification 

· Safe From Harm training is required. (This will be provided as on the job training)

Skills / Abilities:
· Must be able to adhere to The Salvation Army Mission Statement

· Maintain current knowledge of Salvation Army rules, regulations, requirements and restrictions as they apply to this position.

· Must be able to take the initiative (self motivated) to get jobs done with the SA guidelines.

· Must be detailed oriented, highly organized, able to multi-task and maintain confidentially as necessary. 

· Work ethic and level of integrity must be of the highest quality

· Ability to maintain composure when under stress, effectively organize work, meet deadlines and work independently with little direction.

· Have excellent communication and written skills with the ability to speak, write and understand English in a manner sufficient for effective communication. 

· Ability to problem solve and train others effectively. 

· Must be a team player and able to work with, motivate and encourage others using tact, patience and courtesy. 
· Ability to use standard office equipment such as calculator, computer, copier, scanner, fax, etc.

· Ability to troubleshoot and maintain equipment and games in the youth center. 

· Ability to develop a positive rapport with youth of all ages and the ability to recognize the potential in youth. 

· Must have a strong personal relationship with Jesus Christ and a desire to lead others to Christ. 

Supervisory Responsibility:

· Assist in supervising community youth center volunteers

Physical Requirements:

The physical requirements described here are representative of those that must be met by an employee to successfully perform the duties of this job. Reasonable accommodations may be made to enable individuals to perform the essential functions of this job.
· Good speaking, hearing and vision ability and excellent manual dexterity. 

· Lifting, pulling and pushing of materials up to 25 pounds. 
· Requires bending, squatting, walking, climbing and carrying.

· May stand for extended periods

· Work with frequent interruptions

· Moderate physical activity, however may need to assist in gym related activities at times. 

· Limited exposure to physical risk 

Travel:

Occasional travel required for training at Divisional Headquarters or other designated locations.  Travel required for youth related field trips.

Working Conditions:

Work is performed in a school environment including physical activities that might occur in a high school size gym.  Noise level may be high at times. Part-time position; may require some weekend and evening work typically due to special events or disaster services. 
All employees recognize that The Salvation Army is a church and agree that they will do nothing as an employee of The Salvation Army to undermine its religious mission. 

Your signature below indicates that you have read and understand the job description and agree to perform the duties as assigned.

___________________________________________          

Employee Name (Print)





     

___________________________________________         __________________

Employee Signature





   Date

___________________________________________

Supervisor Name (Print)

___________________________________________
         __________________

Supervisor Signature 





   Date

Upon leaving a 2 week notice is expected. Prior to leaving, keys and all property belonging to The Salvation Army will be returned to the supervisor.
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