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Job Title: Children’s Waiting Room Attendant 

 

FLSA Status: Non-Exempt 
Status: Part Time, Permanent 

 

Reports to: Program Director  

 

POSITION SUMMARY: 

This position supports the work of the Armed Services YMCA, a leading nonprofit committed to 

strengthening the military community through youth development, healthy living, and social 
responsibility. The Children’s Waiting Room (CWR) position ensures the safety of children who 
are checked into the CWR program while their parents/legal guardian are being seen in an 

approved, on-site clinic for themselves or other immediate household family member. This 
program aids in fulfilling our mission of enhancing the lives of military members and their 

families in spirit, mind, and body through programs relevant to the unique challenges of military 
life. 

ESSENTIAL FUNCTIONS: 

 Ensures a safe and clean environment and provides activities for participants 
 Maintains appointments and reservations for CWR during operating hours 

 Reviews and maintains proper electronic registration forms, vaccination records, and 
intake forms for each child 

 Checks participants in and out of the CWR program; ensures parents sign the in/out logs 

 Takes photo of each parent and child used to verify at pickup; delete photo once child has 
been released to the same parent 

 Interacts and plays with children on their level, as age appropriate 
 Models appropriate behavior for children  
 Informs parents of any behavioral issues from their child’s time at CWR 

 Addresses any parent concerns with the program and refer unresolved issues to the 
Program Director 

 Reports unsafe conditions to supervisor & immediately corrects condition, if possible 
 Coordinates all repair and maintenance needs with the Program Director or Executive 

Director in the Program Director’s absence 

 Informs the Program Director of any reoccurring requirements for supplies 
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 Be familiar with and able to refer program participants to other existing ASYMCA 

programs and services 
 Other duties as assigned 

 

QUALIFICATIONS: 

 Must be customer service oriented with good interpersonal skills 

 Must possess multi-tasking abilities with attention to detail and frequently changing 
clientele 

 Must be able to work with minimal supervision and prioritize work assignments with 
minimal guidance 

 Must be able to work individually and as part of a team 

 Experience working with military families preferred 
 Must have a valid driver’s license and clean driving abstract 

 Work experience with a non-profit organization is a plus 
 Must pass a Hospital, Installation, and Federal background check 

 

WORK ENVIRONMENT & PHYSICAL DEMANDS: 

 Must be available Monday-Friday, 0745-1230 

 Ability to interact with the general public, ASYMCA leadership team, and co-workers 
 Sufficient strength, agility, and mobility to perform essential functions 

 Active play area with toys for various age groups 
 Active movements required to play and interact with program participants 
 Standing for extended periods of time during programs and special events 

 Sitting, kneeling, and stooping for short periods of time. Up/down movement from floor 
level is required 

 Must be able to lift 30 pounds 
 

ALL ARMED SERVICES YMCA EMPLOYEES SHOULD REFLECT CAUSE-DRIVEN 

LEADERSHIP® COMPETENCIES 

 
1. Member Experience: Through exceptional engagement and relationship building, create 

outstanding, personalized customer experiences that foster loyalty to the ASYMCA and 
commitment to its mission, cause and values as well as encouraging long lasting and 

deeper connections between members. 
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2.  Safe/Clean Environment: Provide safe, clean and well maintained equipment and 

facilities in order to assist with best supporting people we serve. 
3. Programs/Services: Based on member feedback and ASYMCA availability, provide 

exceptional service offerings during desired/available times, ensuring quality curriculums 
and member focused staff. 

4. Leadership Development: Recruit, hire, train, manage, appreciate and lead a qualified 

and committed staff, /volunteers who represent the communities we serve and are held 
accountable for welcoming and valuing members and incorporating relationship-building 

and member achievement into all programs. 
5. Marketing and Communication: Keeps members and prospective members informed in 

a timely fashion and using a variety of clear, concise methods. All communications 

materials are grounded in the language of the ASYMCA’s cause and mission reflect the 
diversity of people the Y engages, and maintains the ASYMCA’s reputation by promoting 

the value and impact of being an ASYMCA member. 
6. Social Responsibility: Understands and models ASYMCA values. Focus on creating 

positive social and community change through the development of meaningful programs 

and services and helping to ensure that everyone has access. 
 

 
 

Job Type: Part-time 

Salary: $10.00 /hour 

 

To apply, please submit resume and statement of interest in this position to Vonda Leak, 

Program Director, via email at vleak@asymca.org. You must be able to work entirety of shift 

listed in order to be considered.  

mailto:vleak@asymca.org

