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POSITION TITLE: Youth Swimming Coordinator DEPARTMENT: Aquatics

CLASSIFICATION: Full-Time, Non-Exempt REPORTS TO: Aquatics Director

DESCRIPTION SUMMARY: Under supervision of the Aquatics Director, the Youth Swimming Coordinator is responsible for
assisting with the planning, development, administration and delivery of the highest quality Aquatics programming for
youth at the JCC. This individual will also be on the coaching staff for our Winter and Summer Swim Teams and will
teach group and private swim lessons as necessary.

ESSENTIAL RESPONSIBILITIES:

- Coach and teach group and private swim lessons up to 20 hours/week.
- Perform a variety of administrative tasks related to planning, instructor scheduling, pre-program set up,

participant communication, and certificate management/progress tracking for our seasonal Group Swim Lessons,
ECC Swim Lessons, Camp Swim Lessons, Homeschool Swim, Private Swim Lessons, and Spring Conditioning
programs.

- Deliver timely, clear and plentiful communications to participants of all youth swimming programs regarding pre-
season plans, registration information and deadlines, mid-season events, notices, and reminders, and end of
season notifications.

- Assists with Winter and Summer Swim Team administration including pre-season organization and planning,
participant communication, coach scheduling, facilitation of practice planning and goal development, practice
efficacy monitoring, scheduling, planning and implementation of team events (including meets, fundraisers and
celebrations), roster management and facilitating meet lineup development.

- Strategizes and assists in the development of new programming.
- Act as Pool Supervisor when necessary:

· Provide leadership and motivate instructor, coaching and lifeguard staff.
· Supervise the work of the instructor, coaching and lifeguard staff.
· Ensure safety rules and regulations are enforced.
· Ensure staff is vigilant, maintaining a safe and welcoming environment, presenting themselves in a

professional manner, and delivering quality programming to the membership.
- Responsible for biannual swim instructor evaluations.
- Notify supervisor of disturbances, emergencies, and staff performance problems.
- Address customer service related inquiries when available.
- Represent agency in a positive manner.

REQUIREMENTS:

- Must hold Lifeguard, CPR/AED and First Aid Certifications through the American Red Cross or Ellis and Associates.
- Two or more years of experience in the Aquatics field.
- Experience teaching swimming lessons (American Red Cross WSI Certification a plus).
- Coaching experience (ability to attain certifications necessary to become a USA Member Coach).
- Must be organized and able to manage and prioritize multiple tasks and meet deadlines.
- Must be able to take initiative to solve problems and willing to seek assistance in solving problems.
- Must be able to communicate well verbally and in writing.
- Must be able to work as a team and manage conflict situations.
- Must be able to work evenings and weekends to accommodate program needs which will vary seasonally.
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This position description is not intended to be all-inclusive, but is intended to be a generalized description of the
primary job responsibilities and expectations.  Management may change the job responsibilities and expectations based
on business requirements.

This position description is intended to comply with all known state and federal regulations and includes
accommodation re-evaluations.


