Job Title:
Part-Time/Temporary Learning Hub Building Supervisor
Salary:
$20.00 p/hr, 30 hrs. p/wk September 28-June 30, 2021; 
The City of New Haven Youth and Recreation department seeks to ensure that all New Haven youth are aware of and have access to positive opportunities to meet their basic needs to (1) be safe, feel cared for, be valued and be independent; and (2) build skills and competencies that allow them to function and contribute to society.  More specifically, the department advocates for supportive policy, facilitates enriching experiences, develops and maintains information databases and websites; and regularly assesses how well the City and other local youth-serving organization are doing in achieving the following citywide intended outcomes for youth:

· Academic Success (academically prepared for post-secondary opportunities for education);

· Good Health (Physical, Mental, Emotional/Social);

· Strong Character (Shared values);

· Informed Decision Making;

· Civic Engagement;

· Job-Readiness;

· Developmentally Appropriate Levels of Independence;

· Cultural Awareness and Sensitivity (Educated and exposed to their own and other cultures
Responsibilities:
· Under the supervision of the Recreation Coordinator, the Learning Hub Building Supervisor will develop and maintain sound working relationships with the staff, community partners and families.
· When assigned, perform staff meetings to ensure mutual work-based learning goals are being met successfully for both the student and the Youth and Recreation Department.

· Participates in the management of payroll process, including collection of timecards for staff, and distribution of payroll checks and provide an immediate response to address any payroll issues/concerns. 
· Manages learning hub program hotline to address all student and parent questions/concerns prior to and during program timeline.
· Assists with the planning and coordination of other program components including student orientation, community service projects, special events, etc., as needed
Requirements:
· Experience in education, non-profit or public sector environment

· Associates degree preferred or any equivalent combination of education and experience

· Prior office and/or customer service experience required.
· Knowledge of youth development; experience w/ youth employment program a plus
· Knowledge of state labor laws as they relate to youth employment a plus
· Knowledge of community agencies and resources

· Effective written and oral communication

· Exceptional organizational and time management skills; ability to work well under pressure and be able to juggle many projects simultaneously
· Strong computer skills, including Microsoft Word, Excel, Access and internet research  

· Strong networking, interpersonal and negotiation skills 

· Pro-active and creative in seeking out solutions to challenges that arise with each project
· Sensitivity to and understanding of the diverse academic, socioeconomic, cultural and ethnic backgrounds of participants

· Must have transportation and a valid driver’s license 
