
Excelsior Springs Community Center Job Description

Title: Youth and Family Coordinator 

Status:  Part-time

Summary: Under the supervision and direction of the Facility Supervisor the Youth and Family Coordinator is 
responsible and accountable for assisting with assigned departmental activities and events.  This position will be 
directly supervising the Kids Club staff to provide quality care to children 12 weeks to 8 years of age who 
participate in the child watch while the parent(s) is using the facility.  Youth and Family Coordinator must 
emphasize customer service, character development and work with program retention and promotion.

Minimum Pre-Hire Qualifications

� Must be  at least 18 years of age
� High school diploma or equivalent
� Minimum one year experience in the department of focus
� Must have ability, desire, and basic skills to work with children  
� Interact with children on their level of understanding
� Must have the ability to relate to people on all levels in a friendly and consistent manner
�  Must be able to reflect a positive image and attitude.
� American Red Cross certifications:

� Current First Aid
� Current CPR/AED for the Professional Rescuer OR Adult/Child/Infant CPR and AED
� Current Administering Emergency Oxygen

� Sensitivity to individuals representing a variety of family, cultural, and socio-economic backgrounds

Physical Demands

The physical demands described here are representative of those that must be met by an employee performing 
the essential functions of this job. Individuals may need to sit or stand as needed. The job may require walking 
primarily on a level surface periodically throughout the day. Reaching above shoulder heights, below the waist or 
lifting as required to pick up small children or store materials throughout the workday. Proper lifting techniques 
required.

General Responsibilities 

� Attend any required departmental trainings.
� Supervise part-time associates in Kids Club in a responsible and professional manner.
� Plan, develop, implement, and promote monthly events including but not limited to Kids Night Out and 

departmental programs and activities. 
� Maintain knowledge of risk management policies and procedures, including Emergency Action plans
� Monitor the building, ensuring we have the proper ratios. Examples include, as in the pool (lifeguard to 

swimmers) or in the Kids Club (associates to youth).



� Walk through facility to make sure participants are safe and programs are operating smoothly.
� Notify appropriate associates of any unsafe conditions, needed repairs, complaints, accident, or injuries 

immediately.
� Immediately inform supervisor of any problems or incidents/accidents that may arise in schedules, facility 

conditions, associate relations, etc.
� Fill out all accident and incident reports completely and turn into the Center Director.
� Provide activities, arts & crafts, and curriculum for participants in Kids Club.
� General filing and other administrative duties.
� Develop and monitor monthly schedule for associates.
� Data entry of attendance in Kids Club.
� Maintain records of program participants.
� Maintain records of training and certifications for Kids Camp staff.
� Strengthen relationships with community resulting in member’s ownership and participation in services 

unique to their needs. 
� Other duties as assigned by supervisor.

Grade TBD


