URBANBIKEPROJECT

of Wilmington, Inc.

Youth Program Coordinator Job Description

Urban Bike Project is looking for a Wilmington area resident who would like to dedicate their passion
and talents to a growing, community-based organization! Bicycles provide young people with a means of
physical fitness, stress relief, confidence, and fun. They are also uniquely positioned to provide youth
with a means of independence, including transportation to jobs and other resources. The Youth Program
Coordinator will operate our established youth programs, including summer camps and weekly drop-in
hours. The Coordinator will also manage the planning and implementation of major programmatic
expansions. We're seeking a self-motivated, organized individual who will thrive when given the
opportunity to exercise creative latitude and build out a new program from the ground up!

Urban Bike Project recently received grant funding from the Delaware Community Foundation and the
Welfare Foundation to establish Urban Bike Explorers, a major expansion to our existing youth
programs. The Urban Bike Explorers program will use bicycling as a tool to engage youth in social-
emotional learning and build positive connections with their communities. The new program will offer
opportunities for young people to engage in youth-led community service, develop leadership, and
explore areas of specific interest in cycling, such as mountain biking or bike customization.

Urban Bike Project is a non-profit community bicycle shop that supports Wilmington communities by
providing access to bicycling as a healthy, affordable and practical means of transportation and
recreation. A successful candidate will be passionate about our mission and about Wilmington
communities.

For more information about our mission, vision, and programs visit www.urbanbikeproject.org.

Hours: 40 hours/week; evenings and weekends required; flex scheduling available. 30 hours/week
negotiable for a highly qualified candidate.

Compensation: Salaried, exempt, paid holidays and vacation. Salary commensurate with experience.
Reports To: Executive Director
Responsibilities:

1. Program Development and Implementation:

e Serve as lead staff for existing youth programs, which includes Wednesday night drop-in
hours (5pm — 7:30pm), two week-long summer camps, and school programs.

e Create organizational framework for new Urban Bike Explorers program according to
guidelines established by grant awards; collaborate with program partners to develop
program curriculum.

e Serve as lead staff on the implementation of Urban Bike Explorers programming.

e Expand existing school programming, where funding opportunities exist.

2. Volunteer Recruitment and Management:

e Recruit diverse volunteers to assist with youth programs, with a particular focus on role
models from within the communities where our youth participants live.

e Develop volunteer training program.
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e Communicate regularly with volunteers; solicit feedback and provide support to ensure
a productive and positive volunteer experience.
Marketing: utilize various marketing strategies to raise awareness for programs and recruit
youth participants.
Tracking and Evaluation
e Develop tracking tools for metrics as necessary for grant reporting requirements.
e Assess evaluation results for potential ways to improve program structure and delivery.
e Solicit feedback from volunteers, participants, and program partners.
Funding and Budget Management
e Develop program budget.
e Track expenditures and ensure costs stay within budget.
e Assist with identifying and securing funding sources, including but not limited to grants,
giving campaigns, and in-kind contributions of materials and equipment.

Required Qualifications:

Self-motivated and self-directed.

Ability to bicycle at least 5 miles at one time; willingness to complete a League of American
Bicyclists League Certified Instructor course (Urban Bike Project will cover associated expenses).
At least one year experience working with youth ages 8-17 in some capacity; ability to establish
positive rapport with youth.

Availability to work evenings and weekends.

Proficient with Microsoft Office, Google Docs, and social media platforms (or ability to learn).
Strong organizational and time management skills.

Strong verbal and written communication skills.

Ability to pass criminal background and sex offender registry checks.

Preferred Qualifications:

Bachelor’s or graduate degree in non-profit leadership, youth development, education, or
related field AND/OR experience in non-profit or organizational management.

Experience working with volunteers or managing people in some similar capacity.

Successful development and implementation of youth programming curriculum (through youth
serving organizations or in a formal education setting); expertise in trauma-informed care.
Willingness to learn basic bicycle mechanics skills.

Experience implementing programs within budgetary limitations.

Experience writing grants, with track record of successful funding requests.

Passionate about Wilmington neighborhoods, youth, and biking as an agent for positive change.

To Apply:

Please e-mail a cover letter and resume to Laura Wilburn, Executive Director, at

wilburn.laura@gmail.com.
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