YMCA of Greater Worcester

Job Description

Job Title: Special Activities Coordinator


Branch:        Greendale YMCA

Incumbent:





Supervisor:  Day Camp Director, Camp Harrington

Date: 10/29/99

General Functions:

Under the supervision of the Day Camp Director, the Special Events Coordinator is responsible for planning,  implementing, directing, staffing, and supervising the camp special event programs including: the newsletter, CLCs, CD Awards, special activities, photography, opening/closing; while maintaining American Camping Association standards.

Minimum Qualifications:

*Current CPR and First Aid certifications

*Ability to maintain special activity program equipment in excellent working condition

*Ability to schedule and supervise staff and institute appropriate behavior modification for children

*Ability to set-up and maintain the activities

*Ability to maintain program equipment in excellent working condition

*Desire and ability to work with children indoors and outdoors

*Ability to relate to one’s peer group

*Ability to accept guidance and supervision

*Good Character, integrity, and adaptability

*Enthusiasm, sense of humor, patience, and self-control

Specific Responsibilities

1. Work with Camp Director and staff before camp opening to setup camp program areas and the program for campers.

2. Attend and participate in staff training’s and meetings.

3. Teach staff their responsibilities during special activities

4. Teach and monitor proper use of equipment to the staff and campers

5. Conduct initial and end-of-season inventory, and monitor the storing of equipment daily.

6. Conduct daily check of areas and equipment for safety, cleanliness, and good repair.

7. Submit orders for equipment and repairs to the Camp Director ensuring timely arrival of materials and repairs

8. Aid at opening and closing of camp each day with the Camp Director

9. Administrate all special activities, low ropes, & aid Special EVENTS Coordinator as needed.  

10. Run special weekly activities according to the prepared lesson plans.

11. Aid  the Camp Director, Assistant Camp Director, & Special Event Coordinator  in planning and coordinating special events during family nights.

12. Administer First Aid / CPR as necessary.

13. Monitor safety and all procedures as they pertain to the complete supervision of all campers and staff.

14. Help provide an atmosphere for developing good morale and well-being among the camp family.

15. Maintain good public relations with campers parents.  

16. Submit all reports on time.

17. Assist in storing all materials and supplies at the end of the season

18. Support the Mission of the YMCA of Greater Worcester

19. Evaluate current season and make suggestions for following season 

20. These are not the only duties to be performed.  Some duties may be reassigned and other duties may be assigned as required

Essential Functions:

1. Ability to communicate and work with staff and children of all ages and skill levels

2. Ability to observe camper behavior, assess its appropriateness, enforce appropriate safety 

Regulations and emergency procedures, and apply appropriate behavior management techniques.

3. Visual and auditory ability to identify and respond to environmental and other hazards related to

activities

4. Cognitive and communication abilities to plan and conduct camp activities to achieve camper skill

development

5.
Physical ability and strength to respond appropriately to situations requiring First Aid/CPR.

