
Job AD 
 

Boys and Girls Club of Moncton 
Part-time Program Coordinator - Bilingual 

(Ideal for students, 20 hours per week) 
 
Job Summary: 
The Boys and Girls Club of Moncton is seeking an energetic and highly organized Part-time               
Program Coordinator available during business hours, evenings, and some Saturdays. The           
successful candidate is 100% reliable and is committed to empowering youth (12-17 years old).              
She/he is solution-oriented, has excellent time management skills and high attention to detail. 
The selected candidate will be required to participate in all classes and events, and to set up                 
space and other details for participants. We’re looking for a passionate youth worker who is also                
ready for a busy schedule assisting with some administrative tasks. 
Are you looking for a fulfilling job? Are you looking to give your best to implement sustainable                 
opportunities for youth? If so, we’re looking forward to hearing from you. 
 
Responsibilities and Duties 
 

- Student registration: assists clients by telephone and email, compiles information for 
each client, tracks documentation and follows up with clients, and responds to inquiries. 

- Attendance Control: sends clients reminders, tracks attendance of multiple classes. 
Follows up with instructors if there is missing information, compiles information. 

- Class logistics: sets up materials, assists during class delivery, reminds group norms. 
Tracks the distribution of IT supplies and technological challenges. 

- Field trips: tracks attendance, coordinates logistics, assists during field trips. 
- Evaluation: implements surveys and summarizes results. 
- Follows Covid-19 procedures in all steps and is ready to jump in virtual mode when 

needed using Zoom.  
- Assist Project Manager as requested. 
- Maintain confidentiality of information 

 
Qualifications and Skills 

- Great attitude to get the job done and engage youth in programming. 
- Currently studying Education Sciences or a pertinent field. 
- 1+ years’ experience in working with youth 
- Highly organized with excellent listening and prioritizing skills. 
- Takes pertinent initiative and is solution-oriented. 
- Knowledge of Microsoft, particularly Excel.  
- Comfortable using Google Drive. 
- Willing to learn internal data entry procedures.  
- Sufficient knowledge and judgement to handle crisis situations, and ability to seek 

supervision and use it effectively. 
- Foster leadership skills and encourage positive teamwork. 



- Eager to learn and deliver better results every day. 
 
 
 
Others:  

- Respect the BGCM Oath of Confidentiality, Code of Ethics, Code of Conduct and all 
Policies.  

- Valid Police Criminal Record Check and Social Development Check required.  
- 3 References required. 


