Boys & Girls Club of Lewistown              OF LEWISTOWN


134 Park Street
Lewistown, MT  59457
Phone: (406) 535-2257 
Facsimile: (406) 535-2007

Position:			Education Director

Organization:			Boys & Girls Club of Lewistown
	
Reports To:			Chief Executive Officer

Supervises:			Youth Development Professionals
Temporary Summer Program Staff

HOURS:				Full time- Exempt
(Significantly available for direct reports during operating hours and present during member service time)

PRIMARY FUNCTION
The Education Director is a demanding position of leadership and responsibility that meets a dual role as both Human Resources personnel and additionally as a “hands on” education director.  The Boys & Girls Club of Lewistown programs include, but are not limited to, education, prevention, social recreation, arts & crafts, technology, physical education, and when funding permits, a teen program.  This position will assist staff as needed to develop and implement these programs and other club activities; additionally the position will provide oversight of staff to ensure program effectiveness and compliance, and perform related administrative duties.  Additionally, the employee will perform administrative duties related to the 21st Century Community Learning Center grant reporting and other related grants as needed.

ESSENTIAL JOB RESPONSIBILITIES

A. Leadership

· Support the organization’s Mission Statement and principles;
· Maintain an environment that facilitates the achievement of the Formula for Impact and youth development outcomes;
· Able to communicate with fellow staff members as a team player and also be able to appropriately communicate with parents, kids, community members and volunteers;
· Being supportive to an environment that supports youth development outcomes;
· Follow set policies  and procedures and monitor compliance with such;

B. Strategic Planning

· Have input in a strategic planning process, with the assistance of appropriate Board members and staff, that results in the development and implementation of a quality strategic plan following the guidelines set forth in BGCA’s Future Forward 2025 initiative.

C. Programming:

· Teaches and/or delegates the implementation of Boys and Girls Club of America targeted programs as required by grant goals and objectives;
· Primary organizer of the schedule/activities of the Afterschool and Summer Program;
· Addresses the behavioral and discipline needs of youth members, works with program professionals to best meet those youth’s needs; in addition, communicates with parents and school district, social workers, and other community professionals as needed to meet the needs of members;
· Responsible for coordinating the Club’s discipline method, including training new staff members and arranging additional staff and volunteer trainings as needed;
· Ensures programs and activities address gender, cultural and/or racial diversity of Club Members;
· Assists program directors on an as needed basis.  To include, but not limited to, Project Learn, meal, snack, program rotations, field trips, or any other activity associated with the Club;
· Provide leadership of Formula for Impact implementation in the organization. 
· Staff Liaison for the Education Committee that works to guide and assist the Club in the commitments outlined in the 21CCLC grant as well as other programming, outcomes of the BG Club that is in relation to programming and youth development.

D. Human Resource:

· Works with the CEO, Office Manager and Board of Directors HR Committee in recruitment and selection of  required staff;
· Assist in updating job descriptions, employee handbook, etc. as needed;
· Ensures all staff is trained adequately to perform essential duties and responsibilities of respective position;
· Develops and maintains positive working relationships with all staff, board, parents, volunteers, and community partners;
· Oversees that staff completes self-evaluations at their first six months and then yearly in November
· Recruit, organize, train and arrange for substitute staff;
· Responsible for coordinating, facilitating and attending weekly staff meetings;
· Meets with each Youth Development Professional individually on a regular, scheduled basis;
· Attends trainings and seminars and organizes Club staff to attend trainings;
· Ensure productive and effective staff performance, providing guidance, feedback and opportunities for professional development.

E. Administrative:

· Ensures staff performs all reporting requirements of Participation Counts and maintains proper record keeping associated with that task;
· Provide oversight of staff and programs to ensure educational and programming goals of grants, including but not limited to 21st Century Learning Center,  Oro Y Plata and OJP, are being met;
· Utilize Google tools to manage tasks and communicate;
· Coordination of unit planning and programming;
· Works closely with the CEO to complete needed reporting for grants, including but not limited to 21st Century Learning Center;
· Review and approve direct report’s bi-weekly time sheets and time off (sick, vacation, personal, etc.) and reporting the same to the Office Manager;
· [bookmark: _GoBack]Communicate with Club families using the following methods:  Salesforce, Facebook group, accident/incident reports, personal phone calls or e-mails and individual conferences as necessary;
· Completes Monthly Board Report.

F. Volunteer Management:

· Assists staff in recruiting, selecting and training volunteers;
· Coordinates volunteer scheduling in partnership with Volunteer Coordinator for needs of youth and organization.

G. Other Duties:

· Work with Resource Development Director on promotional activities for the Club including but not limited to weekly Happenings articles, press releases and social media;
· Plans, coordinates, delegates various tasks and presents mandatory family orientation meetings for new and returning families prior to each enrollment session;
· Attends the fall and spring Boys & Girls Clubs of America’s conferences annually, and other trainings as needed;
· Other tasks as assigned.

QUALIFICATIONS AND SKILLS

· Four-year education degree (or related field) from an accredited college or university, or equivalent experience;
· A minimum of two years of experience planning and supervising activities based on the developmental needs of youth;
· Strong communication skills, both verbal and written;
· Group leadership skills, including an understanding of group dynamics;
· Demonstrated organizational, staff, and project management abilities; 
· Mandatory CPR and First Aid Certifications (can be obtained upon hire); and
· Pass a criminal background check.
· Driver’s License.

DISCLAIMER:
The information presented indicates the general nature and level of work expected of employees in this classification.  It is not designed to contain, nor 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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