
 
 

 
 

Job Title Youth Development Coordinator 

Reports To Wellness Center Director 

 
Job Purpose 
 
Under general supervision of the Wellness Center Director, the Youth Development Coordinator is responsible for 
planning, overseeing, coordinating, and supervising youth enrichment programs and staff for the West Lafayette Parks 
and Recreation Department at the West Lafayette Wellness Center. These programs include, but are not limited to 
clubhouse, before and after school care, parties, preschool programs, and other youth programs allowing for enrichment 
opportunities. Incumbent may receive support from the Wellness Center Director, Wellness Coordinator, Aquatics 
Coordinator, Recreation Coordinator, and Parks Naturalist in planning, supervising, coordinating, and managing 
operations of the West Lafayette Wellness Center and the Parks & Recreation department. 
 
Duties and Responsibilities 
 

• Plans, organizes, develops, schedules, and evaluates youth enrichment programs, day camp programs, classes, 
and events. 

• Provides day-to-day oversight and work assignments for the Assistant Youth Development Coordinator. 

• Assists with hiring, training, supervising, scheduling, and evaluating part-time and temporary personnel. 

• Coordinates program and instructor opportunities from the community. Recruits, trains, and supervises staff. 

• Maintains inventory of supplies and equipment. Assists with ordering supplies and equipment for youth 
enrichment programs, camps, classes, and events. 

• Establishes program curriculum, schedules, goals, and appropriate cost-per-participant of youth enrichment 
programs. 

• Assists with preparation and administration of program and facility budgets. Monitors expenditures and payroll 
in accordance with established procedures. 

• Assists in the development of other classes and programs and coordinates these classes for facility usage, as 
needed. 

• Performs necessary custodial and/or maintenance work to include, but not limited to set up and teardown of 
tables, chairs, sports equipment, bleachers, and other necessary program items, as needed. 

• Performs other related duties, as required, or assigned. 
 

Qualifications 
 
Education and Experience 

• Bachelor’s degree from an accredited college with major course work in Child Development, Early Childhood 
Education, Recreation Administration, or another closely related field. 

• Minimum of one (1) year of child development or early childhood education work experience or parks and 
recreation programming. 

o Minimum of two (2) to three (3) years of experience in the above areas is preferred. 
 
Knowledge and Skills 



 
• Exceptional human relations, oral and written communication, and interpersonal skills to include the ability to 

work with the public, Wellness Center patrons, staff, and vendors. 

• Working knowledge of word processing, desktop publishing, spreadsheets, and other recreation-related computer 
software. 

• Considerable knowledge of recreational and athletic programming and development. 

• Working knowledge of the rules of a variety of sports. 

• Ability to work under stressful situations and utilize excellent problem-solving skills. 

• Ability to prepare and administer program and Wellness Center budgets. 

• Ability to maintain records and prepare reports. 

• Ability to participate in active sports and recreation activities. 

• Ability to organize recreation and sports programming. 

• Ability to establish and maintain effective working relationships with co-workers, public, news media, and other 
departments and agencies. 

• Ability to follow written and oral instructions. 

• Ability to communicate effectively both verbally and in writing. 

• Ability to direct the work of others. 

• Possess current CPR, First Aid, and AED certification or the ability to obtain within six (6) months upon hire is 
required. 

 
Work Schedule 
 
This is a full-time, exempt position. Standard 40-hour work week (8 hours per day). Successful completion of assigned 
duties may require work on weekends, evenings, or holidays. 
 
Working Conditions 
 
While performing the duties of this position, the employee occasionally works near moving mechanical parts or in outdoor 
weather conditions. The employee is occasionally exposed to wet conditions, fumes, and caustic chemicals. Noise levels are 
usually low in the office setting, but moderate while working during programs. 
 
Physical Requirements 
 
While performing the duties of this job, the employee is frequently required to walk, stand, and sit. Occasionally, the 
employee is required to run, climb, balance, stoop, kneel, or crawl. The employee must be able to occasionally lift and/or 
move up to fifty (50) pounds. 
 
Direct Reports 
 
Assistant Youth Development Coordinator 
 
This position will also oversee part-time and temporary employees and volunteers to include, but not limited to: 
 
Before and After School Care Staff 
Program Instructors 
Party Attendants 
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