CENTRAL BUCKS FAMILY YMCA
JOB DESCRIPTION
JOB TITLE:

Kinder Y Administrative Coordinator
REPORTS TO:
Director of Youth Education 
LEVEL/GRADE:
Part Time, Grade 6
Position Summary:
Under the direction and supervision of the Director of Youth Development the Coordinator is directly responsible to support the overall administration Kinder Y preschool and camp. 
Qualifications:

1. Educational experience related to Administration or Office Management 

2. Previous administration experience/YMCA experience preferred.

3. Strong organizational skills, problem solving, communication and customer service skills.

4. Professional demeanor and the ability to work well with community, staff, and volunteers.

5. Proficient in Microsoft Office Products i.e. Excel, Word and PowerPoint.
Essential Functions:
Kinder Y Preschool:
· Retrieve the change/cancellation forms from the Welcome Center. Deliver to the Director of Youth Education and obtain approval for classroom/camp changes. Provide Accounting with a copy of the approved change/cancellation form. 
· Processing of change forms, after the review and approval of the Director of Youth Development. 
· Respond to member or participant questions within 24 hours as it pertains to accounts or billing. 

· Meet with Accounting Support staff to reconcile enrollment for invoicing purposes. (1-2 times per month at a minimum)
· Perform administrative support functions i.e. answering school phone, booking school tours in the absence of other staff. 
· Ensure cash handling for any monies collected at the Kinder Y preschool; field trips, supply money for projects, scholastic books etc is in accordance with proper audit policies and Accounting standards.
· Support data entry in MemberST for programs, rosters and payment information.

· Assist Director of Youth Education with Apple assistance paperwork and attendance records. 

· Maintain a calendar of events for the LVPC and Y events. 

· Update rosters and assist in placement of waiting list participants.

· Prepare and deliver approved payroll to YMCA by noon on the payroll submission date.
· Ensure that confidentiality is maintained when working with participants or participant information.
· Follow all HR policies and procedures of the institution.
· Perform all other duties as assigned by supervisor. 
Camp Takoda Jr. and Papoose: 
· Retrieve registration information and camper files from the Welcome Center.
· Maintain emergency contact forms weekly for preschool camp. 

· Maintain camp participant files 

· Print rosters weekly for 11 weeks of camp, highlight student names with payment or paperwork related concerns.
· Assist Lead Camp Administer in billing invoices and processing change/cancellation forms for Camp Takoda Jr and Papoose camp.

· Create program rosters and assist with developing reports for program analysis. 

· Support data entry in MemberST for programs, rosters and payment information.
· Assist the Director of Youth Development in communicating to the Welcome Center program changes and program cancellations.
· Follow all HR policies and procedures of the institution.
· Perform all other duties as assigned by supervisor. 
YMCA Competencies (Team Leader):

Mission Advancement: Models and teaches the Y’s values. Ensures a high level of service with a commitment to changing lives.  Provides volunteers with orientation, training, development, and recognition. Cultivates relationships to support fund-raising.

Collaboration: Champions inclusion activities, strategies, and initiatives. Builds relationships to create small communities. Empathetically listens and communicates for understanding when negotiating and dealing with conflict. Effectively tailors communications to the appropriate audience. Provides staff with feedback, coaching, guidance and support.

Operational Effectiveness:  Provides others with frameworks for making decisions. Conducts prototypes to support the launching of programs and activities. Develops plans and manages best practices through engagement of team. Effectively creates and manages budgets. Holds staff accountable for high-quality results using a formal process to measure progress.  

Personal Growth: Shares new insights. Facilitates change; models adaptability and an awareness of the impact of change. Utilizes non-threatening methods to address sensitive issues and inappropriate behavior or performance.  Has the functional and technical knowledge and skills required to perform well; uses best practices and demonstrates up-to-date knowledge and skills in technology.

OTHER

At the YMCA we value the following attributes in personal character and behavior and believe that they are essential to attaining our mission:

CARING: 
To be sensitive, understanding and responsive to the well-being of self and others. 

HONESTY: 
To be truthful, ethical, trustworthy, sincere and fair in word and action.
RESPECT: 
To value the worth of person and property. Treating others as you would have them treat you.
RESPONSIBILITY: To recognize, accept and fulfill the obligation to contribute to a better society.

MISSION

The YMCA is a charitable, non-profit organization whose purpose it is to improve the quality of community life.  The YMCA strengthens the spiritual, mind and body of all people.  We build character by promoting the values of caring, respect, honesty and responsibility. 

Having read and understood my job description, I feel I have the abilities to fulfill the responsibilities outlined and will perform in a cooperative, courteous and responsive manner.

_________________________________________________    
 ___________________

Kinder Y Administrative Coordinator



Date

_________________________________________________    
 ___________________

Director of Youth Education




Date
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