
MATTOON AREA FAMILY YMCA

Job Title:  Program Assistant
FLSA Status: Part time/hourly

Reports to:  Program Director

Revision Date: 1/19/2012
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Position Summary:

Program assistant will assist Program Director and Membership Director with the daily operation of the Program and Membership Departments.

Essential Functions:

1. Serves as Daxko Assistant for Program and Membership Departments.

2. Process all Membership for All Applications

3. Coordinate rentals and helps with organizing community events

4. Effectively communicates Y message in group presentation and in one on one settings.

5. Process billing and collections for SACC, DDO, and Summer Camp Programs.

6. Provides clerical support to Program and Membership Departments.

7. Prepares Program Reports as well as Google Calendar.
8. Assists Member Service Representatives by answering telephone, giving tours, etc.

9. Serves as MSR at Welcome Center as needed.

10. Other Duties as assigned.

YMCA Competencies (Leader):

Mission Advancement: Accepts and demonstrates the Y’s values. Demonstrates a desire to serve others and fulfill community needs. Recruits volunteers and builds effective, supportive working relationships with them. This person will promote fund raising.

Collaboration: Works effectively with people of different backgrounds, abilities, opinions, and perceptions. Builds rapport and relates well to others. Seeks first to understand the other person’s point of view, and remains calm in challenging situations. Listens for understanding and meaning; speaks and writes effectively. This person will take initiative to assist in developing others. 

Operational Effectiveness: Makes sound judgments, and transfers learning from one situation to another. Embraces new approaches and discovers ideas to create a better member experience. Establishes goals, clarifies tasks, plans work and actively participates in meetings. Follows budgeting policies and procedures, and reports all financial irregularities immediately. Strives to meet or exceed goals and deliver a high-value experience for members.

Personal Growth: Pursues self-development that enhances job performance. Demonstrates an openness to change, and seeks opportunities in the change process. Accurately assesses personal feelings, strengths and limitations and how they impact relationships. 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.

Qualifications:

1. Minimum of associate’s degree.  

2. Experience in the use of MS Office Excel, Access, PowerPoint and Word.

3. Have three to four years office related experience preferred.

4. Required within 30 days of hire: completion of CPR, AED, First Aid Certification, Child Abuse Prevention, Working with Program Volunteer, Bloodborne Pathogens.

Physical Demands:
The physical demands described here are representative of those that must be met by am employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is frequently required to sit and talk or hear.  The employee is occasionally required to stand; walk; use hands to finger, handle, or feel objects, tools or controls; reach with hands and arms; climb or balance; and stoop, kneel, crouch or crawl.  The employee must regularly lift and/or move up to 10 pounds, frequently lift and/or move up to 25 pounds, and occasionally lift and/or move more weight.  If individual must lift and/or move weight beyond their ability, they must ask for assistance from another staff member.  The noise level in the work environment is usually moderate. 
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