Central Connecticut Coast YMCA

Position Description

POSITION: MA Office Worker




BRANCH: Hi-Rock


REPORTS TO: Director of Administration



DATE: Jun-09
EMPLOYEE TYPE: Non-exempt/Seasonal



GRADE: I

GENERAL FUNCTION

Under the guidance of the Director of Administration, the Office Worker will assist in the seasonal administrative duties of YMCA Camp Hi-Rock. These duties will include but are not limited to: receptionist, member correspondence and services, data entry and program registration, maintenance of the office and of office supplies, record keeping and organization, check-in and check-out procedures, participating in emergency procedures, helping to manage the camp store, timesheet collection for payroll and payroll distribution, marketing YMCA Camp Hi-Rock, daily financial operations, and support to all camp programs. Since office staff are commonly the first people to communicate with visitors, new staff members, campers, or parents, they are to maintain a professional and positive attitude about the general operation of camp.

KNOW HOW

· He/she must be highly organized, able to manage multiple tasks, possess excellent communications skills, and be detail-oriented.
· He/she must have highly proficient skills in Microsoft Windows, Internet Explorer, Word, and Excel, and other Microsoft Office programs. He/she must also have proficient skills in Daxko Operations including front desk and data entry functions (Daxko Operations training can be provided upon hiring if candidate does not have proficiency upon hiring).
· He/she must learn and adapt to a variety of administrative systems and procedures.
· He/she must have strong written and oral communication skills.
· This position requires sitting for up to eight hours and repetitive work on a computer.
· Current Certification in CPR/First Aid is desired.
· This position requires a minimum of a High School degree or the equivalent.

PRINCIPAL ACTIVITIES

· Enter and maintain all branch specific data entry, including, but not limited to, memberships and program registration. 
· Assist Director of Administration in the production and distribution of various documents.
· Serve as the first line customer service to visitors and parents in a manner that is professional and supportive of the needs of camp as well as of the visitors/parents.
· Keep the office and the surrounding area clean and well organized.
· Answer phone calls and emails in a professional manner, and be able to answer camp information questions with accuracy, attention to detail, patience, and courtesy.
· Work cooperatively with all staff members to ensure that administrative functions at the branch meet the needs of the members and the program directors in a manner that is accurate, efficient, and oriented toward member satisfaction.
· Positively represent the YMCA in accordance with the four YMCA character values of Caring, Honesty, Respect and Responsibility.
· Participate in staff training as needed.
· Attend staff meetings and trainings as assigned.
· Assist in the preparation for, and implementation of, branch events, including, but not limited to, check-in and check-out.
· Notify the Director of Administration of any office equipment or supplies which need replacing or repair.
· Collects timesheets from branch staff and readies for verification and proofing by office staff.
· Notify the Director of Administration of any member issues and/or concerns.
· Assist in the operations of the camp store as needed.
· Perform other duties as assigned.
EFFECT ON END RESULT

· Members and program participants are served quickly and with strong member service. 
· Member correspondence is generated and submitted in accordance with prescribed schedules.

· All data records are accurate and current.

· All administrative information systems and equipment meet the branch’s needs at all times.

· Office equipment functions well and office supplies are readily available as needed.
· Office is well-maintained and clean.
· All applicable YMCA policies, state and local laws, and YMCA of the USA risk management recommendations are met or exceeded.
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