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POSITION SUMMARY:
This position supports the work of the Y, a leading nonprofit committed to strengthening community through youth development, healthy living, and social responsibility.  Direct branch membership strategies in a fashion that promotes exceptional service, member engagement and retention, implementation of Association lead strategies for growth.

QUALIFICATIONS:
· Bachelor’s degree from 4-year college or university; or 4 years related experience; or equivalent combination of education and experience preferred.
· Related supervisory experience in customer service or sales, preferred.
· Ability to work a flexible schedule as needed, including early mornings, evenings, and weekends.
· Attention to detail and accuracy, ability to work independently, and problem solve.
· Working knowledge of computers, navigate software, basic office equipment, cash handling and professional written and verbal communication skills.
· Certifications that must be obtained and maintained within first 90 days:  CPR, AED , First Aid, Child Abuse Prevention, Blood borne Pathogens, Hazard Communication.
· Willingness to attend meetings, training, and obtain additional certification as requested.

ESSENTIAL FUNCTIONS:
· Directly oversee and provide development and leadership to staff teams (Member Services Staff, Lead Member Services Staff and Manager On-duty) including hiring, training, and performance evaluations.  
· Provide support and guidance one-on-one as needed and through regular staff meetings, ensuring knowledgeable staff, productive operations, and exceptional service.
· Provide accurate and timely communication regarding pertinent program and registration information to program, membership and desk staff.
· Produce staff schedules in accordance with branch needs to ensure adequate staffing and smooth operations; personally cover shifts if necessary.
· Participate in maintaining a team culture that encourages staff engagement resulting in staff satisfaction and retention.
· Initiate and prepare credits and/or refunds for canceled programs in cooperation with department supervisors, as needed.
· Handle all aspects of sales and inventory procedures, adhering to minimum mark-up guidelines and keeping abreast of convenience items for members.
· Create a member-focused culture.  Model relationship-building skills in all interactions.  Respond to suggestions, comments, or concerns in a timely manner.  
· Utilize member feedback to shape team conversations around best practices.  Foster a climate of innovation and resolve problems to ensure member satisfaction.
· Support association and branch membership strategies to meet retention, service, and growth goals.
· In tandem with program supervisor, coordinate planning of special events that will promote membership retention.
· Promptly respond to all emergency situations by adhering to the current emergency procedure guidelines and participate in Manager on Duty schedule.  Complete incident and accident reports as necessary.

YMCA COMPETENCIES (Team Leader):
Advancing Our Mission & Cause
• Recognizes and articulates that the Y is a not-for-profit, charitable organization committed to serving the entire community.
• Educates staff, volunteers, and members about the charitable nature of the Y.
• Provides resources, removes barriers, and acts as an advocate for those initiating change.
• Manages resistance to change by seeking input from stakeholders and communicating the change clearly.
• Holds others accountable for implementing the change.

Building Relationships
• Identifies and builds relationships with internal and/or external partners or key stakeholders to support programs or projects.
• Maintains regular, clear, and concise communication within area of responsibility.
• Adopts a personal leadership style or approach to influence others.
• Addresses behaviors and practices that do not support inclusion in positive and equitable ways.
• Ensures staff model equity, inclusion, cultural competence and global awareness in all areas of their work.

Leading Operations
• Acts responsibly with the Y’s resources, following all budgeting policies and procedures and reporting irregularities immediately.
• Has the functional and technical knowledge and skills to do the job at a high level of accomplishment.
• Improvises quickly and appropriately when faced with unexpected circumstances.
• Organizes program or project resources, space, or deliverables to best meet intended goals and outcomes.
• Delivers a high-quality experience to members, participants, or project teams.

Developing & Inspiring People
• On-boards and develops staff and volunteers for success.
• Coaches others for continuous development, including analyzing performance gaps, building development plans, delivering appreciative and developmental feedback, and aligning passions and career goals.
• Leads with empathy, anticipating how actions and works impact others.
• Proactively shares information, experiences, lessons learned, and suggestions to help others be more successful.
• Addresses sensitive issues, inappropriate behavior, or performance concerns to help the other person grow.

DISCLAMER:
Other duties may be assigned to this position at the discretion of the reporting supervisor.  Performance evaluation, based on essential functions and competencies, will be conducted annually.  

By signing this description, I acknowledge that I possess all qualifications stated and am able / unable (circle one) to perform all essential functions without special assistance.

____________________________________________________________________		_________________________________
Employee Signature							Date
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FOR YOUTH DEVELOPMENT ®
FOR HEALTHY LIVING
FOR SOCIAL RESPONSIBILITY




