CTE
JOB DESCRIPTION

JOB TITLE:


Recreation Coordinator
DEPARTMENT:

Education and Youth

REPORTS TO:

Director

Position Concept:

Responsible for coordination and planning of the multidiscipline recreational activities associated with CTE’s Education and Youth Component.
Essential Functions/Responsibilities:
· Develop and manage recreation opportunities for both youth and adults in the community.

· Develop outcomes associated with all proposed recreation activities.

· Discover opportunities for youth to attend recreational programs at other locations within and outside of the community.

· Manage all staff associated with recreational programming provided by the component.

· Review High School youth academic files and get the appropriate tutoring if needed.

· Attend local high schools for meetings with teachers and/or guidance counselors, organization club meetings and games.
· Create all documents associated with the gym, teen center and studio.
· Engaging students in positive and creative activities at CTE.

· Coordinate speakers from the community  leaders and colleges.

· Case management with teachers and other support staff.

· Works cooperatively with parents to strengthen the educational program for their children.

Principal Accountabilities:

· Ensure that all registered students participate in at least one (1) recreation program offered during CTE’s fiscal year (starting in Oct. 1).

· Organize and administer three (3) major recreational leagues/programs for youth, subject to available funding.

· Collaborate with other community providers for continuity of care. 
Qualifications:

· BS/BA Degree in education,; at least 1-2 years of experience that is directly related to the duties and responsibilities specified.

· Excellent Computer Skills
· Supervisory experience
· Skill in preparing instructional aids and plans.

· Ability to communicate effectively, both orally and in writing.
Special Notations/Terms & Conditions
· Full Time

· Exempt
· Valid Drivers License 
· Some travel required
· Flexibility a must
· Evening and weekend work will be required
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