CHICAGO ZOOLOGICAL SOCIETY


        DEPARTMENT
 CET

POSITION DESCRIPTION

POSITION TITLE:   
Youth Program Coordinator


 UNIT/GROUP:
Conservation, Education, and Training


JOB RELATIONSHIPS:  

Reports to:

Manager of Conservation Career Development



Supervises:
Senior Community Program Assistant (seasonal)


Community Program Assistants (seasonal)



BASIC FUNCTION:
This position plans and facilitates Career Ladder programs. The coordinator will be responsible for recruitment, training, supervision, assessment and recognition of participants.  The position requires enthusiasm, creativity and excellent skills in communication, conservation education, leadership, and time management.  

PRIMARY JOB DUTIES AND RESPONSIBILITIES:

(Indicate approximate % time for each duty listed over the course of a year.)

 1.*
      Program Coordination (50%)

Conduct and facilitate training of supervisory staff to effectively work with and evaluate youth; Maintain databases and files; Coordinate education programming and field trips; Coordinate scheduling of participants; Plan and coordinate end of the year appreciation party and science luncheon; Maintain relationships with participants and, if applicable, parents; Respond to questions and concerns from participants and cooperating institutions before, during and after the program; Attend and supervise all Career Ladder events

        2.*
     Training (25%)

      Prepare materials for training; Schedule and facilitate training by other zoo staff for all training sessions

3.*
      Recruitment (20%)

Recruit and select volunteers; Help to coordinate intern recruitment and selection; Coordinate mailings for all phases of recruitment process; Conduct off-site recruitment events

       4.*          Other related duties as assigned.  (5 %)

POSITION REQUIREMENTS AND SPECIFICATIONS:

· Bachelors degree in education, interpretation, biology or other related fields, 

· Three years experience working with teens or young adults. At least one year managing paid staff.

· Awareness of high school and college students’ attributes and a true desire to work with teens and young adults

· Excellent organization and facilitation skills

· Knowledge of youth issues; biological or ecological concepts

· Excellent communication and customer service skills; Fluency in Spanish preferred but not required

· Ability to work in a hectic environment periodically

· Ability to establish and maintain effective working relationships with zoo staff, volunteers and the general public; Ability to work as a member of a team, as well as independently

· Must be able to do moderate lifting (up to 30 lbs)

· Ability to work weekends/evenings/holidays
For more information or to apply, please visit our website at www.brookfieldzoo.org
