bgc
Thunder Bay BGC Thunder Bay
Windsor Program Coordinator - Position Description

The Boys & Girls Clubs of Thunder Bay is a registered charity providing a safe environment
for over 2000 children and youth with after school, outreach, breakfast clubs and a day camp program.

The Windsor Program Coordinator will be responsible for the delivery of
educational, recreational, social, health, vocational and counseling services that respond to the needs
of children ages 4 -18.

Responsibilities:
e To design, develop, organize, implement coordinate and evaluate The Main Club,
and Summer Day Camp programs for the target age group.

e Provide quality assurance in program delivery.

e  Supervision, training, and evaluation of full and part time/seasonal staff & students

e Promotion of the agency in the local community.

o Coordinates supplemental fundraising and donation activities to support programs,
special events and agency functions.

o  Work with Facility Manager on the Electives Programs with area schools and placing
volunteers in our Programs.

e Canteen Deposits

e Scheduling of Staff and Students

¢ Work with Community Agencies to ensure there is a variety of programs

o Do presentations to public and possible students when required

e Assists to maintain program facilities and equipment in keeping with health and

safety standards.

Assists with membership and administration duties.

e Recruitment, placement, recognition, supervision, evaluation and retention of
volunteers/placement students.

e Assist in interviewing new staff for the Windsor location

e Take care of Program Director’s duties when she is on holidays

Qualifications:
o Degree/Diploma in Human Services field which include; education, recreation,
youth/child and social work or the equivalent as it relates to the needs of children and
youth.

e Experience in developing and implementing programs for children and youth.
e Experience in staff and program supervision.
e Strong communication and interpersonal skills.
o Valid first aid and CPR certificates.
e Must be able to obtain a class F drivers license.
Wage: $17.50/ hr
Position: Full —time — 35 -37.5 hours per week

Please submit resume to: BGC Thunder Bay
270 Windsor St.
Thunder Bay, On.
P7B 1V6
E-Mail: laskirving@tbaytel.net
Fax.622-5000
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