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STEPS Assistant Coordinator

The Neighborhood House has served as a safe haven for youth for over 80 years. The Success Through
Empowering Programs and Services (STEPS) Assistant Coordinator, is ultimately responsible for
supporting the coordinator designing and overseeing implementation of programs and services that
empower, inspire, educate, and encourage our children, youth, and their families to improve their quality of
life.

Primary Responsibilities

e Responsible for assisting the coordinator with the day-to-day operations of the year-round youth
programming.

e Work directly with the 5" grade and under youth providing direct programs and activities.

e Partner with staff and others to address youth violence and safety issues in the community.

e Be knowledgeable in personal strengths and the strengths of team members and youth in the
program.

e Work with service partners that enhance programming for youth.

e Use strengths-based language and concepts within the daily program.

¢ Build one-on-one and small group relationships with youth to nurture strengths and promote social
and emotional growth.

e Build relationships with families to strengthen and promote social and emotional growth in youth.

¢ Communicate with schools attended by youth to cultivate a positive relationship between the
Neighborhood House and the community

e Assist coordinator with obtaining grades from the schools or online system; help students meet
academic goals.

e Attend monthly partner meetings as assigned by coordinator and director (both neighborhood and
school based).

e Support and work with other team members in the implementation of activities.

e Implement the discipline, re-teaching and consequences for youth members, as needed.

e Participate in the assessment of program objectives, including success stories and challenge
narratives, data collection, record keeping and reporting for grants.

e Participate in weekly staff meetings and development trainings offered.

e Other duties as assigned.

Primary Qualifications

e Bachelor’s degree in Education or related certifications and trainings
e 2+ years of experience working with youth, ages 4-18 years

e Passion in supporting the development and empowerment of youth
e High SEl and able to provide SEL



