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Classification Specification
	

	
	5242100

	
	YOUTH PROGRAM COORDINATOR



Class Summary

The responsibilities of this classification include planning, directing and coordinating youth employment training programs designed for juvenile offenders. Duties include developing and writing grant proposals, planning and developing programs, managing service delivery contracts, supervising the work of a Youth Training Specialist, and managing the day-to-day operations of programs and projects.

Distinguishing Characteristics

This is a single-level classification that is distinguished from other classifications in that the incumbents perform specialized duties that focus on a youth-training program.

Examples of Duties (May vary by position)

1. Develop and write grant proposals.

2. Conduct program planning and development activities that provide services to youth.

3. Develop, negotiate and manage service delivery contracts.

4. Prepare and monitor budget and expenditure requests.

5. Design and perform periodic surveys and analytical assessments of emerging issues, and review types of program services needed.

6. Manage day-to-day operations of programs and projects.

7. Coordinate and provide consultation within the department on juvenile offender education and training program issues.

8. Perform other duties as assigned.
Knowledge/Skills (May vary by position)
Knowledge of criminal justice system

Knowledge of conflict mediation principles and practices

Knowledge of human relations principles and practices

Knowledge of social service counseling

Knowledge of observation and interviewing techniques

Skill in communications (oral and written)

Skill in report-writing 
Skill in planning and facilitating group activities

Skill in working independently and as part of a team

Skill in organizing time and workload

Skill in establishing and maintaining effective working relationships with diverse individuals

Skill in assessing, interpreting and identifying options and issues

Skill in customer service and public relations

Licensing, Certification and Other Requirements

Registered counselor license

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Exempt (Administrative)

	Levels within same series
	None
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