TOWN OF AVON
POSITION DESCRIPTION


Title:				Teen Program Director

Department:			Park & Recreation 

Appointing Authority:	Board of Selectmen

Summary of Duties

Routine to complex administrative, supervisory, clerical and record keeping work relating to recreation programs.

Supervision Received

Works under the direct supervision of the Park & Recreation Commission.

Performs varied and responsible functions of an administrative and oversight nature, requiring judgment and initiative in accordance with established standard operating procedures; uses judgment in responding to inquiries from the general public and managing workload and assignments. Coordinates work schedule with the Park & Recreation Commission.  

Supervision Exercised

Provides daily supervision to recreational operational program staff and contracted staff employed on a seasonal basis.  

Job Environment

Work is performed under typical office conditions, with minimal exposure to occupational risks; work is also conducted in the field with possible exposure to various weather conditions. May be required to work outside normal business hours and/or on weekends during cyclic or seasonal periods (e.g. summer recreational activities).  May attend night meetings.

Operates standard office equipment including computer, calculator, telephone, facsimile machine, and copier; operates a motor vehicle.

Requires constant contact with Town departments and officials, vendors, various organizations and the general public. Works cooperatively with other community agencies, school administration and staff, parents and children. Contacts are made in person, on the telephone and through written correspondence and require discussing routine program information.

Has access to department-oriented confidential information in the form of subordinate personnel files.

Essential Functions

The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical assignment to the position.
· Set- up fall/winter calendar, which includes a variety of field trips and activities that will appeal to the age groups who attend the programs.

· Design a brochure to be distributed to the children in the Town, which includes the rules of the playground, the calendar and permission slip to be signed by parents in order to participate on the field trips.

· Contact prior year’s counselors to see if they are returning. If there are any positions open, advise the Board of openings to be posted.

· Interview new candidates for position of counselor and make recommendations to the Board. Will make recommendations to the Board of Selectmen upon review.  

· Make sure all paperwork is completed per Town requirements. (CORI and all payroll forms, physicals, etc.)

· Meet with counselors prior to registration to express goals and expectations on the Youth Program.

· Make all appropriate contacts to various Town departments for the use of buildings and busses. 

· Turn in time cards in on a weekly basis and give a copy to Commission secretary to obtain signatures of Commission members for time cards. 

· Obtain invoices and or vouchers on a timely basis for field trips and other supplies to be paid by the Town. 
· Prepare list of children attending each field trip assigning groups to counselors;
· Organize clinics, activities and crafts, so that they appeal to the variety of ages and children;
· Order supplies for various activities. 
· Oversee and plan Teen program which could run during the summer playground weeks and to resume after the start of the school year to February bi-weekly on Fridays with limited field trips.  

· Meet with the Board of Commissioners to keep them informed and updated with success and problems with the program. Upon the ending makes sure all surplus supplies are stored and put away. Provide a report on the youth programs with recommendations for next year. 

· The Director would start with planning in September and run through to end of February.







Hours of Work

The hours included but are not limited to:  
[bookmark: _GoBack]The winter/teen program runs on Friday nights bi-weekly with Saturdays for some field trips. The hours at the Civic Center would be 6:30 to 9:30 p.m. Which will be for this year 11/11, 11/25, 12/09, 01/13, 01/27, 2/10. Approximately 4 hours a night plus planning time. 
Recommended Minimum Qualifications 
Education:
Minimum of two years in higher education with major in field of education is preferred. 
Experience:
Over two years recreational program experience in quasi-public or public environment.
Substitution:
None.
Licenses/Certificates:
Must possess a valid driver's license to operate a motor vehicle.
American Red Cross CPR/AED training is preferred.  
Satisfactory background and CORI check and subject to a pre-employment physical with drug and alcohol testing in accordance with the Town of Avon’s hiring policies.  
Knowledge, Abilities and Skills:
Thorough knowledge of program administration, office practices and procedures.
Knowledge of the Town of Avon community and its interests, department operations, and personnel management is preferred.
User knowledge of personal computers and Windows-based software programs; skill and ability to operate a personal computer and a variety of office equipment.
Ability to organize time, self-motivate, work independently and accomplish tasks, despite frequent interruptions.
Ability to read and interpret pertinent State and local laws relating to departmental operations.
Ability to maintain detailed, complete and accurate records.
Excellent communication skills; ability to communicate effectively, both orally and in writing.
Ability to organize projects, accomplish tasks and meet deadlines.
Ability to interact tactfully and effectively with Town employees, supervisors, officials and the general public.
Ability to recruit and recommend candidates for program vacancies. Strong problem solving, administrative and organizational skills.
Ability to supervise, motivate and direct staff. Ability to operate a motor vehicle.
Excellent customer service skills.
Strong interpersonal, organizational, management and budgetary skills.
Physical Requirements
Minimal physical effort required when performing functions under typical office conditions.  Moderate physical effort required frequently in the field.  Frequently required to navigate over various surfaces. While out in field, frequently required to stoop, bend, and reach.   The employee must occasionally lift and/or move up to 30 pounds.   May spend several hours walking or standing.
This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.
