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                                                                                     3111 Route 38, Ste 14 
                                                                                     Mount Laurel, NJ 08054
                                                                                           856/242-9354


	Job Title:  
Recreation /Teen Support Associate
	Status:
Part-time
	Program: 
Therapeutic Recreations Department


Primary Purpose of Job: 
Assist guests in a professional manner and to maintain a clean and safe environment for the population served.
Pay: $16.00 Hourly
Principle Duties & Responsibilities:
· Ensure the safety and the well-being of the children and families.
· Provide assistance to families/guest(s) as needed.
· Maintain a professional and inviting attitude with children/families and staff.
· Keep all areas of the gym free and clear from debris – (clean the bathroom/play area/kitchen/lounge, etc.
· Sanitize all equipment, play area & gym daily. 
· Answer phones professionally & provide assistance to general questions. 
· Book parties and special events upon request
· Assist with birthday parties and special events. 
· Attend monthly staff meetings and supervision.
· Ability to adapt to change and work accordingly. 
· Be timely and flexible with schedule.
· Turn in timesheets in on time.
· Attend monthly meetings. 
· Ability to work with computers and the necessary software typically used by the department.
· Immediately report to the Supervisor/ Director any concerns regarding any youth/customer’s, staff’s safety, or well-being
· Update rosters of attendance for staff and customers
· Ensure that the facility is cleaned and maintained daily. 
· Perform other duties as assigned by the Supervisor.
· Possess character, emotional stability, health, experience, education, enthusiasm, and patience necessary to successfully carry out the duties of the position.
· Possess excellent communication, interpersonal, collaboration, and leadership skills. 
· Willing to pursue and fulfill the goals and mission of the agency.
· Assist with monitoring and programming for kids with developmental disabilities (autism spectrum disorder or other disabilities) during the after school and/or weekend respite programs

Reports To:    Recreation Supervisor/Director 

Direct Reports:    None

Physical Requirements: Position requires intermittent sitting and standing, constant use of hands for computer/iPad keyboard, writing and occasional lifting of up to 50lbs.

Disclaimer Statement: The above information on this description has been designed to indicate the general nature and level of work performed by employees within this classification.  It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees assigned to this job.

	Employee’s Signature:


	Date:

	Supervisor’s Signature:


	Date:

	Corporate Human Resources Signature:


	Date:
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