
Boys & Girls Club of Elgin Job Description 

Title : Program Specialist 
Status : Non-exempt 
Reports To : Site Director

Job Summary: 
Program Assistants are responsible for the day-to-day operations in 
designated program area(s) ensuring the 5 key elements are established.   

Program Assistants are responsible for programs and activities that provide 
direct service to our members.  Assistants ensure  a well rounded and 
enriching experience for all members through carefully planned and executed 
programs and activities. 

Program Assistants are responsible for ensuring an environment conducive 
to learning through positive guidance and discipline, and implementing 
processes and systems that lead to a well organized and run program area.  

Programs & Activities : 
Program and activity plans are completed on a timely basis as directed by 
supervisor. 

Daily schedules are posted on the dry erase board everyday outside program 
area or distributed to members. 

Assistants recruit members to join programs and activities in program area. 
Programs and activities include a list of supplies needed.   

Assistant, with help from Supervisor, ensures supplies are available when 
needed. 

Assistant uses program area management techniques to gain control of area 
and ensure members are engaged and ready to begin activities.    



Assistant gives clear and east to follow instructions to members before each 
program and activity ensuring members understand rules, expectations and 
directions. 

Assistants regularly provide positive feedback and encouragement for members 
during programs and activities. 

Assistants have a clear start and end time with programs and activities and 
these times are followed to ensure positive program area management. 

Assistant uses bulletin board and program area space to highlight members 
achievements in programs and activities. 

Communication on walkie talkies is done in a professional manner. 

Communication is clear, concise and important to overall operations of the Club. 

Program attendance is taken when necessary. 

Ensure program evaluations when needed to meet grant requirements and 
organizational objectives

Supervision & Safety: 
Must be able to supervise youth members during program time. 

Provide sound and reasonable discipline of youth members at necessary times 
through written documentation (i.e. write-up), and/or parent phone call. 

Practice and constantly be aware of safe practices like Crisis Management, 
Emergency Preparedness, CPR and First Aid, etc. 

Maintain a clean and orderly work space at all times. 



Skills & knowledge Required: 
High school diploma or some college coursework preferred.  

Experience in tutoring and mentoring children or youth preferred. 

Ability to motivate and engage youth and manage behavioral challenges with 
peer mediation. 

Ability to effectively communicate with youth, parents, staff, volunteers, and 
teachers. 

Ability to adapt to changes in a highly energetic work environment. 

Pass background check and drug testing. 

Physical activity may be required. 

Skills & Knowledge Recommended: 
Bilingual 

DISCLAIMER 

The information presented indicates the general nature and level of work 
expected of employees in this classification. It is not designed to contain, nor to 
be interpreted as a comprehensive inventory of all duties, responsibilities, 
qualifications, and objectives required of employees assigned to this job.  


