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Job Description/Performance Evaluation

I. POSITION:  Youth Program Assistant (After School, Rock-N-Rez Summer Day Camp, Youth Council and Youth Programs) this position is subject to ongoing grants/tribal funding.  

II. QUALIFICATIONS: This is a non-exempt (part time benefited) on average 20 to 35 hours a week employee serving Indian and non-Indian patients/clientele. Hours may fluctuate seasonally based on departmental need.  High school diploma or GED required. A minimum of 3 years experience working with youth recreation, education or related field required.  Must be proficient in working with computers, spreadsheets, tables (flyers, e-mails etc.) and other technical equipment, AV, etc. Must have knowledge of budgets and purchasing.  Must be organized and professional with all community members.  Must plan, organize and implement events and activities year around.  Must be willing to work flexible hours including holidays, nights and weekends.   Must have Professional Rescuer First Aid and CPR certification, willing to obtain Lifeguard or Basic Water Safety certification and be able to pass a Criminal Background Check
III. PERSONAL CHARACTERISTICS

1. Possesses demonstrated ability to perform as a team player.

2. Maintains positive peer relationships and provides assistance in a friendly, helpful manner to all Members, visitors and staff.

3. High energy, Possesses the ability to work independently, is detail oriented, organized, and works under pressure. Meets deadlines.

4. Must be able to multitask and be flexible.

5. Must have excellent communication skills.

6. Must have consistent work attendance record and be willing to work flexible hours including weekends.

7. Able to work under minimal supervision. 

8. Demonstrates cultural sensitivity. 

IV. SUPERVISION: Reports to Youth Program supervisor
V. ADA ESSENTIAL FUNCTIONS

A. Hearing: within normal limits with or without use of corrective hearing devices;
B. Vision: adequate to read 12-point type with or without use of corrective lenses
C. Must be able to verbally interact with staff, clients and public
D. Manual dexterity of hands/fingers for writing, computer input 
E. Able to lift up to _50__ lbs.,
F. Standing _>50__% of the day
G. Walking >50___% of the day
H. Pushing, up to _40__lbs.
I. Pulling, up to _40__lbs.
	ESSENTIAL RESPONSIBILITIES: Responsibilities outlined below are to be rated on a “Yes/No” scale; indicating meets/does not meet the outlined responsibility. Essential responsibilities are evaluated at end of Introduction Period (initial 90 days) and annually on employee’s anniversary date
	YES/NO

	Customer Service
	1. Maintains a positive peer relationship and performs as a team player.
2. Plans and prioritizes to maintain a time and attendance record which complies with BMC policy.

3. Provides excellent internal and external customer service assistance, providing knowledgeable and appropriate information to customers.
4. Works independently in a very detail oriented manner, and meet deadlines.
	

	Comments:


	Organizational Values: Employee Demonstrates the values of Benewah Medical Center and Wellness Center
	1. Care and Compassion

2. Respect

3. Sharing

4. Professionalism

5. Confidentiality

6. Collaboration and Teamwork

7. Progressiveness
	

	Comments:


	Time and Attendance
	1. Employee reports to work timely

2. Employee utilizes breaks and meal periods to care for personal business outside of the work area

3. Employee completes work assignments in a timely manner and appropriately exits the work area in a timely manner

4. Employee appropriately utilizes Novatime Time and Attendance for clocking in and out; scheduling absences in advance when possible

5. Employee is available for scheduled work shifts regularly and communicates absence to supervisor in a timely manner if unavailable.
	

	Licensure, Certification and Employee Health and Immunization
	1. Measles-Mumps-Rubella (MMR)

2. Hepatitis B

3. TB Skin Test

4. Influenza (optional)

5. Tetanus (optional)

6. License A (per position qualifications – please list)

7. License B (per position qualifications – please list)

8. Certification A (per position qualifications – please list)

9. Certification B (per position qualifications – please list)
	

	Comments:


	General Comments Regarding Performance of Essential Responsibilities:



	Major Duties and Responsibilities outlined below will be rated annually on the employee’s anniversary date. Ratings will be completed on a 1-5 scale, with the scale outlined below. Performance may be evaluated at the discretion of the supervisor of the position if necessary and/or appropriate.

	Rating Scale:

5 =
Superior Performance – Performance consistently far exceeds expectations of the position.  Almost all job related activities were done in an outstanding manner.   (There should be very few individuals qualified for this rating.)

4 =
Very Good Performance – Performance consistently meets and may exceed expectations.  Consistently contributes more than his/her share.

3 = 
Satisfactory Performance – Satisfactory performance on all assigned responsibilities.

2 =
Marginal Performance – Performance satisfactory, but not in all areas of major responsibilities.  Needs further development and improvement to perform at satisfactory level.

1 =
Poor Performance – Performance does not meet the requirements of the position.  If performance does not improve after a reasonable period of time, the employee should be reassigned or terminated.  

 
	


	MAJOR RESPONSIBILITIES



	DUTY
	STANDARD
	RATING

	Responsible for the planning, organizing, implementation, supervision and evaluation of the Youth Programs
	1. Assists with organizing and implements the program’s activities and events for all ages.  

2. Leads, instructs and conducts a variety of activities ranging from physical activities, arts & crafts, dance, music and sports, that are culturally & age appropriate.

3. Responsible for, assures, monitors and provides for the safety and welfare of the children.

4. Directly supervises the children & reports all accidents, incidents, and disciplinary actions to the Manager.

5. Assist with travel arrangements and logistics for all events and activities.

6. Assist with coordinating youth activities and events such as field trips, dances, and sporting events.
	

	Responsible for assisting the Youth Program Supervisor in the over all administration of the youth programs.
	1. Works closely with the Youth Program Supervisor and the Sports and Recreation Supervisor assists with programming, community awareness, marketing, and community relations.

2. Stays within budget and grant parameters of the program unless variance authorized.

3. Makes recommendations, purchase orders, for equipment, supplies and maintenance needs of the program.

4. Attends required staff meetings and serves on assigned committees and prepares reports as requested.

5. Responsible for chaperoning at Youth Council events and activities.

6. Responds in a timely manner to assignments and communicates with Manager when timelines cannot be met. 
7. Works as a team member of the Wellness Center.
	

	Other
	1. Performs other responsibilities or projects as assigned by the Youth Program Supervisor

2. Performs other duties that may be necessary in the best interest of the organization.
	


EVALUATOR’S COMMENTS:

	

	

	

	

	

	

	

	

	

	


EMPLOYEE’S COMMENTS:

	

	

	

	

	

	

	

	

	

	


INDIVIDUAL GOALS/OBJECTIVES:

	

	

	


I understand that by signing this review, I am not indicating agreement with the rating, but I am acknowledging that my supervisor has reviewed and discussed this performance evaluation with me.

	Employee’s Signature:
	Date:

	Evaluator’s Signature:
	Date:

	Evaluator’s Supervisor:
	Date:
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