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Division/Department
	Boys and Girls Club of Watertown

	Job Title
	Site Assistant  
	Salary Range
	

	Reports to
	Site Supervisor 
	Type of Position
	Part -Time 

	General Description

	The Site Assistant is responsible for providing daily programs, services and activities during program hours. The Site Assistant reports directly to the Site Supervisor.


	job functions

	  Youth Organization Development
   1. Promotes Boys & Girls Club to teachers, parents and the community.
   2. Provides children with quality planned daily programs.
   3. Serves and supervise meals for children in the program.
   4. Maintains contact and communication with parents.

   5. Accounts for all children in the program.
   6. Attend in-services provided by the Boys and Girls Club.

   7. Maintains a professional appearance and positive attitude.
   8. Performs other duties as assigned. 
   Financial Reporting
   1. Assists with weekly reports and billing.
   2. Maintains required records.
Risk Management

   1. Treats all children with dignity and respect.

   2. Ensures the safety of all youth and staff in the program.

3. Assist with general housekeeping duties.
Special Events

1. Assists with fundraising special events.



	Job specifications

	Position requires previous experience working with Youth. 


	PHYSICAL AND MENTAL REQUIREMENTS

	The Site Assistant may have to manage a number of projects at one time, and may be interrupted frequently to meet the needs of youth, parents and staff. The Site Assistant may find the environment to be busy, noisy and will need excellent organization and time and stress management skills to complete the required tasks. The Site Assistant deals with youth, who can, from time to time, be demanding and challenging. The Site Assistant must remain patient and committed to the activities, and may have to engage in conflict resolution or crisis management at times.


Disclaimer:

The information presented indicates the general nature and level of work expected of employees in this classification. It is not designed to contain, or to be interpreted as a comprehensive inventory of all duties, responsibilities, qualifications and objectives required of employees assigned to this job. 
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