
 
 
POSITION:  Program Coordinator 

REPORTS TO: Program Manager 

HOURS / WEEK: 34    

SALARY:  $15.00 per hour 

 

GENERAL RESPONSIBILITIES:  Under the general supervision of the Program Manager, the Program Coordinator 

works regular shifts as a supervisor and oversees daily activities on the floor to ensure smooth operation of all program 

areas, and coordinates and implements Chop’s promotional activities at schools and other community events.  The 

Program Coordinator develops, promotes and manages Club 509 events and activities, which may include booking DJs 

and performers, theatrical or musical productions, variety or nightclub acts, concert or lecture series, shows, and other 

popular attractions for entertainment in Club 509.   

 

SPECIFIC RESPONSIBILITIES: 

Program Coordination and Promotions: 

 Works supervisor shifts to ensure staff maintains a positive, helpful rapport with members while maintaining a 

safe and respectful environment. 

 Assists Program Manager to oversee behavior guidelines, maintain Red Flag Binder and participates in parent 

meetings.   

 Makes recommendations for member and employee recognitions. 

 Assists Program Manager in developing promotional plans and recruits teens to participate in programs based on 

areas of interest. 

 Responsible for coordination of promotions at schools and other community events.   

 Participates in weekly management and staff meetings to ensure effective communication between all staff. 

 Serves as after-hours facility attendant and supervisor as needed. 

 

Club 509 Coordinator 

 Assists the Program Manager in planning and promoting Club 509 events and ensures the security and safety of 

Chop’s members and staff during Club events.  

 Provides leadership to create a safe, healthy and age appropriate environment resulting in a positive experience 

for staff and teens.  

 Oversees Club 509 staff schedule and provides training and supervision for event staff. 

 Develops and monitors Club 509 Activenet Forms and event budgets. 

 Promote Club 509 events at schools and other community events, through the Activity Guide, etc.   

 Participates in weekly management and staff meetings to ensure effective communication between all staff. 

 Responsible for enforcing Chop’s Code of Conduct, safety and emergency procedures during all Club 509 

events and activities.  

 Reports criminal and medical emergency incidents to proper authorities, and logs all incident reports. 

 

MINIMUM QUALIFICATIONS: 

 At least 21 years of age. 

 Knowledge and experience working effectively with, and relating to, teens ages 12 to 18. 

 Fingerprint clearance through California Department of Justice. 

 First aid and CPR certification required with 90 days of employment. 

 Associate's degree (AA) or equivalent from two-year college or technical school; or, six months to one year 

related experience and/or training; or, equivalent combination of education and experience.  


