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	Corps/Facility:  The Salvation Army Ray and Joan Kroc Corps Community Center / Quincy IL.

	Position Title:  Program Administrator

	Schedule:  Full Time Exempt

	Date Position Available:  January 2011

	Salary:  Wage grade 32 minimum pay is $52,530

	Duties: The Program Administrator develops policies and programs that guide the Quincy RJKCCC in maintaining and improving its image, service levels and fiscal soundness; provides leadership and oversight to all program operational activities.  Be proactive by making recommendations and set goals for process improvement in the above and other areas as necessary.

1 Improve, support, and enforce Kroc Center customer service standards.
2 Establish, support, and maintain collaborative efforts with internal and external customers and   organizations.
3 Participate in budget planning by forecasting program area projections; tracking and monitoring financial activities; approving expenditures; prioritizing and re-prioritizing activities within general work plan.

4 Track, report, and optimize traditional and alternative revenue sources available for programming objectives.

5 Deliver programs and services offered by the center, including aquatics, fitness & wellness, camps, sports programs, arts, music and others as determined.
6 Evaluate program offerings and develops, implements, and reviews an ongoing programming plan.
7 Identify appropriate data to collect, evaluate, and utilize to support initiatives, make decisions, make available to others as needed, report progress, etc.
8 Coordinate programs with affiliate groups; maintains intergovernmental and cooperative agreements.

9 Maintain a pro-active approach to safety and risk management.

10 Direct activities in assigned venues and business units to optimize operational efficiency.

11 Develop training programs to ensure adequate training levels of all staff.

12 Evaluate and direct venue/business to ensure compliance with Salvation Army policy and the RJKCCC mission and to optimize financial and service performance.

13 Oversee program staff schedules to ensure appropriate levels of event/facility supervision and work loads.

14 Ensure that the shared facility resources are allocated properly.

15 Work closely with Marketing/Development Administrator to promote programs and to coordinate operational issues with marketing requirements

16 Meet regularly with Business Administrator to coordinate operational issues with sound fiscal and budgetary requirements.

17 Assist in the purchase of equipment and supplies as authorized by the Senior Kroc Officer, Operations Director and or Business Administrator and in compliance with budgetary considerations.

	Qualifications:  Minimum Qualifications: The information listed below is representative of the minimal requirements for this position.  

Education & Certifications:


Bachelor degree in Business and or Recreation Administration or related field.

Experience:     

A minimum of five years of experience directing operations in a significant recreational, athletic, and/or entertainment facilities including a minimum of two years prior experience supervising and managing multiple task professional staff to establish and maintain effective working relationships including experience in hiring, training, supervising, evaluating, and disciplining staff.

Will consider an equivalent combination of training and directly related technical experience.

Knowledge, Skills & Abilities:

· Development and administration of facility budgets.

· Read, write and communicate in English to be able to perform job requirements.

· Proficient in Microsoft programs, including Word, PowerPoint, Excel and email.

· Ability to work with and relate well with people.

· Meet all health and safety regulations as defined by the Health Department as well as The Salvation Army.

· Have a philosophy of education and child development, which is consistent with that of The Salvation Army.

· Have the ability to work with children, parents and staff in a capacity of leadership, counseling and education including but not limited to:

· Ability to use appropriate positive discipline consistently


· Ability to handle security and crisis situations calmly

· Ability to seek supervision and use it consistently

· Maintain a professional attitude and approach to problem solving.

· Successfully complete Safe from Harm training as established by The Salvation Army

· Valid Driver's License and insured transportation.  Must pass TSA MVR check 

· Obtain, within the orientation period, and maintain current CPR/First Aid & AED certifications

	

	Contact Person:  Chad Rodgers

	Address:  732 Hampshire Street

	Phone:  (217) 222-2087

	Fax:  (217) 222-2098

	E-mail:  chad_rodgers@usc.salvationarmy.org

	


