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CHILD AND YOUTH PROGRAMS COORDINATOR

About the Role
Trico Centre is seeking a passionate and organized Child and Youth Coordinator to support the delivery of high‑quality programs for children and youth. This role blends administrative leadership, program coordination, and hands‑on instruction to ensure our programs are safe, engaging, developmentally appropriate, and aligned with Trico Centre’s mission, vision, and values.
The ideal candidate is a strong communicator, a supportive leader, and someone who thrives in a dynamic, fast‑paced recreation setting.

Qualifications: 
· Post-secondary education in Child Studies, Child and Youth Care, Recreation, Physical Literacy, Kinesiology, Education, or equivalent experience
· 3 - 5 years of experience delivering child and youth programming in a recreation environment
· 1 - 2 years supervisory experience
· Current Standard First Aid and CPR C Certification
· A clear Enhanced Police Information Check (E-PIC) is required before the start date (recent police information checks completed within the last six months are accepted) More information is available by consulting Trico Centre’s E-PIC policy.
· Proficiency with Microsoft word and excel
· High Five Certification is an asset
· Recreation software experience is an asset
· Skating experience (asset).

Key Responsibilities
General Coordination & Administration
· Support Trico’s mission, vision, and values through professional conduct and positive leadership.
· Work a flexible schedule including evenings and weekends as needed.
· Assist with hiring, onboarding, training, and evaluations of Program and Day Camp staff.
· Assist with staff scheduling and payroll tasks (including reviewing time sheets).
· Use Trico’s recreation software (ActiveNet) to support program needs.
· Monitor programs to ensure safety, engagement, and adherence to all policies and procedures, including health, safety, and child protection.
· Maintain communication with staff and families regarding program updates.
· Monitor staff performance, providing constructive and positive feedback.
· Attend and help facilitate staff meetings and training sessions.
· Ensure all programming spaces meet cleaning and safety standards.
· Liaise with internal departments: Guest Services, Duty Managers, Operations, and Custodial.
· Assist with first aid, incident follow‑ups, and accurate documentation.
· Provide effective communication with parents regarding registration, program recommendations, concerns, and withdrawals.
· Track and manage program expenses.
· Complete additional administrative tasks as required.
Program Coordination (September – April)
Programs include: Skating, Parent and Tot, Preschool, Child and Youth, Dance, Gym Sports, Skill Builder)
· Fill in for program classes when needed (registered, drop‑in, special events).
· Oversee program start‑up processes, including class cancellations/combines, report cards, class lists, attendance sheets, on-site check-in table and welcome letters.
· Provide coaching and support to instructors.
· Maintain and replenish program inventory (equipment, craft supplies).
· Work with staff to maintain cleaning and organization of program areas and supplies.
· Day to day staff supervision (daily check-ins, problem solving, setup and takedown and overall program support.)
Day Camp Leadership (April – September & School Holidays)
· Assist in recruitment of daycamp staff.
· Assist in planning and delivering staff training.
· Assist with supervision of Day Camp staff (Team Lead, Camp Assistant, Volunteer Coordinator, Inclusion Facilitator).
· Develop facility plans for camps (pool, gym, room, and bus schedules).
· Coordinate field trips and special guests.
· Lead weekly staff meetings.
· Support scheduling and payroll processes for day camp staff.
Competencies & Soft Skills
· Flexible and able to work in a busy, fast‑paced environment.
· Friendly, outgoing, and have a positive attitude.
· Excellent verbal and written communication skills.
· Highly organized with strong attention to detail.
· Independent worker and effective team collaborator.
· Strong leadership, initiative, and work ethic.
· Safety‑conscious and confident in enforcing safety protocols.
· Strong time‑management and problem‑solving skills.
Working Conditions
· May require lifting items 30 lbs or more.
· Work with cleaning supplies as part of safety and sanitization protocols.
· Work in lively, sometimes noisy, environments.
Dress Code
· Business casual standards for office and external meetings.
· Attire must be appropriate, modest, clean, and safe for active work.
Status: Salary Full Time (40 hours per week), Benefits start on first day of employment.
Schedule
Working schedule will be created collaboratively with the Child and Youth Director. Evenings and weekends will be required.
Closing Date:   Open until filled
Location:         11150 Bonaventure Drive SE
Only those individuals selected for an interview will be contacted.  Thank you for your interest in Trico Centre for Family Wellness.  We are an equal opportunity employer.

Please send resumes to:
Trico Centre for Family Wellness
11150 Bonaventure Dr. SE
Calgary, AB T2J 6R9

Attention: Child and Youth Programs Director
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