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Job Description 

Job Title:  Recreation Projects Coordinator

Department: Administration





Status: full-time 
Reports To: Executive Director - Boys & Girls Clubs

Date Prepared: 5/14/2014
Salary: $45000.00 plus benefits
To Apply: Please submit a cover letter and resume to Zane Smith at zanesmith@bgclubsofkerncounty.org or fax (661) 325-2118

For more information, please contact Zane Smith at (661) 325-3730
JOB SUMMARY:
The Recreation Projects Coordinator for South Kern provides leadership, planning, and  coordination with the Building Healthy Communities Hub and the Recreation Action Team to facilitate youth engagement and agency collaboration. The BHC youth component focuses on convening local school-aged youth and developing capacity for youth generated health priorities in the recreation arena. The Coordinator will facilitate and coordinate technical assistance in order to build leadership, policy advocacy and communications capacity among youth working to advance BHC priorities and outreach to existing recreation partners to collaborate and leverage efforts. 

ESSENTIAL JOB FUNCTIONS

· Strategy and Planning: In a collaborative process with The California Endowment, BHC, local organizations, residents, and youth, the Coordinator guides the formation, development of the goals, strategies and tasks of the South Kern Youth Leadership in working with the Recreation Action Team.
· Program Management: Provides leadership, motivation and direction to participants in the planning process. Provides support for the youth recruitment process, provides training, and creates opportunities for youth leaders to be active in the planning process.  Completes tasks in planning timeline and prepares monthly reports as requested and required by The California Endowment and BHC Committee. 
· Project Development: In partnership with BHC, youth and community organizations serving or living within the BHC community, the Coordinator will help develop youth-generated projects that advance BHC health priorities and promote youth investment in their community.  
· Communication: Maintains open communication with all groups involved with the BHC planning process using Cal Connect and other defined communication tools. Reports on a monthly basis to the BHC HUB committee on the progress of the Recreation Action Team planning effort. 
REQUIRED KNOWLEDGE AND SKILLS

· A commitment to the vision of Building Healthy Communities for South Kern County. 
· Demonstrated knowledge and experience in planning and leading collaborative work groups that engages diverse populations. 

· Bi-lingual language skills and ability to communicate effectively both orally and in writing with groups of all sizes, in person as well as through the electronic media. 

· Experience in mentoring, training, motivating and providing leadership and direction to others including staff and volunteers.

· The ability to work effectively with individuals from diverse cultures and backgrounds.

· Ability to work successfully in a team environment.

· Capable of managing multiple tasks and thrive in a deadline driven environment 

· A valid California Drivers License, minimum vehicle insurance required by CA law and clean driving record.

EDUCATION AND EXPERIENCE

Education commensurate with the required knowledge and skills including an inclusive leadership style that encourages collaboration. Required: Bachelor Degree in a related field.  
Two years experience in a related field.  Microsoft Office proficient.  Excellent communication skills and experienced at meeting facilitation.  Works well with individuals of diverse backgrounds. Projects Coordinator must possess strong organizational and time management skills and ability to work independently.  
ENVIRONMENTAL CONDITIONS AND PHYSICAL REQUIREMENTS:

Work is performed in a wide variety of settings and environmental conditions.  While a substantial portion of the work is conducted in environmentally controlled office settings, a portion of the work may involve manual labor in a variety of weather conditions. Position requires use of computers, monitors and standard office equipment. Work involves sitting, standing, walking, bending and reaching.  Work may also require occasional lifting and/or moving of objects of up to 25 lbs.  The Coordinator must be available for the following:

· Evening Hours

· Flexible Schedule as Necessary – Must be available weekends as needed
· Ability to Travel as Necessary and Have Reliable Transportation
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