Job Description: Teen Center Assistant, Early

D . .
€ Intervention Programs & Services

)
Q
@g% Reports To: Teen Center Manager
SERVING TEENS IN THE SANTA CLARA RIVER VALLEY Location: Flllmore’ CA (Some Travel)

SINCE 2007 Job Type: Part-Time, 20 — 25 Hours A Week, Paid Bi-
MYONESTEP.ORG  Weekly, Hours vary depending on Program Needs (90 Day

% ﬁﬂﬂ Probationary Period)

Program: Early Intervention Programs & Services — To
Learn More Visit - https://myonestep.org/

Position Summary

The Teen Center Assistant will assist in providing a safe, engaging, and supportive
environment for teenagers (typically ages 13-19) within the Teen Center. This role involves
supporting daily activities, youth programs, facilitating recreational and educational
activities, and assisting with the general operation of the center. The Teen Center Assistant
will collaborate with other staff and volunteers to promote a positive atmosphere and help
foster personal growth, leadership skills, and community engagement among teen
participants.

Key Responsibilities
Supervision & Safety

o Ensure the safety and well-being of all teens in the center by monitoring activities,
enforcing rules, and providing conflict resolution when necessary.

Activity Coordination

o Assist in planning and facilitating various activities, including games, workshops,
art projects, tutoring sessions, and special events.

Youth Engagement

o Build positive relationships with teens, encouraging participation in activities and
providing guidance and mentorship when needed.

Customer Service

o Answer questions and provide information to teens and their families about
programs and services offered at the Teen Center.

Administrative Support
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o Help with registration, check-in/check-out processes, and maintain records of
attendance and program participation.

o Using the organization’s CRM and other data collection tools, maintain accurate
program records, attendance logs, incident reports, activity documentation, and
participant information.

Facility Maintenance

o Assist with the cleaning and organization of the Teen Center and ensure that
equipment and supplies are properly maintained.

Program Support

o Support Teen Center staff in planning, promoting, and executing community
outreach programs and teen-related initiatives.
o Assist with surveys, assessments, and evaluation activities.

Team Collaboration

o Participate in staff meetings, supervision, professional development, and training.
Work with other staff members, volunteers, and community partners to create a
positive and supportive environment.

Maintain professional and ethical standards in all interactions.

o Assist in other duties as assigned by the Teen Center Manager and/or Executive

Director.

Qualifications

e High school diploma or equivalent. College bound preferred.

e One Step A La Vez values lived experience, cultural knowledge, community
leadership, and demonstrated professional experience. Equivalent combinations
of education, training, volunteer service, community leadership, and relevant
work experience will be considered in lieu of formal educational requirements.

e Previous experience working with teens, youth groups, or in a recreational or
community center environment is a plus.

e Strong interpersonal skills and the ability to communicate effectively with teens
and staff.

e Bilingual in English and Spanish required.

e Must possess and maintain a valid California driver’s license throughout
employment.

¢ Ability to work in a team environment and handle multiple tasks simultaneously.

e Good problem-solving skills and the ability to remain calm under pressure.

e A positive, approachable attitude with a passion for working with young people.
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Physical Requirements

e Ability to sit, stand, walk, bend, and move throughout program locations for
extended periods.

e Ability to lift and carry supplies, equipment, and materials up to 50 pounds.

e Ability to supervise indoor and outdoor youth activities.

Schedule & Working Conditions

e Schedule is Monday to Friday working between Teen Center operating hours,
flexibility is a must.

e Occasional weekend work is required to support community activities and events.

e Mandatory Time-off both during Summer and End of Calendar Year.

e Work performed in offices, community, and field-based environments. Frequent
travel throughout Fillmore, Piru, Santa Paula, and surrounding communities.

Preferred Attributes
« Bilingual abilities are reflective of the demographic of the population served.
o Culturally proficient with a strong understanding of marginalized populations.
Compensation and Benefits

Compensation ranges from $18.00 to $20.00 per hour, depending on a combination of
education, qualifications, and relevant experience. Employees receive five (5) paid sick
days annually. Employees receive five (5) paid sick days annually. No holiday pay, vacation
benefits, medical benefits, or dental benefits are provided with this position. Eligible
employees may voluntarily participate in the organization's 401(k) retirement savings
program in accordance with plan requirements and eligibility guidelines. Ongoing
professional development and training opportunities and supportive work environment
with a focus on professional growth and community impact.

Application Process: Please submit your resume, cover letter, and any relevant
certifications to pedro@myonestep.org. In your cover letter, please detail your
experience in early intervention services and your approach to working with teens
and young adults.

Revised: 6/24/2026

Equal Opportunity Employer Statement

One Step A La Vez is an Equal Opportunity Employer committed to fostering a diverse, inclusive, and respectful workplace.
Employment decisions are made without regard to race, color, religion, sex, gender identity or expression, sexual orientation,
national origin, age, disability, veteran status, or any other characteristic protected by applicable law. All employment decisions are
based on qualifications, merit, organizational needs, and the ability to perform the essential functions of the position.
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