
City of Milpitas 

  We invite applications for the position of: 

Program Coordinator 
Youth and Teen 

__________________________________________________________________________________________ 
Annual Salary Range:  $67,136.42 - $88,371.40   

Post Date:   May 31, 2019 

Close Date:   June 14, 2019 

Why Milpitas? 

Located at the southern end of San Francisco Bay, Milpitas is a progressive community that is an integral part of Silicon 

Valley. As a full-service city of 389 full-time employees with water utility, sewer utility, police and fire services, Milpitas 

serves a diverse population of nearly 80,000. The city has an annual $191 million operating budget and a $315 million 

capital improvements budget. 

Milpitas is the eighth-fastest growing city in the United States according to the US Census, and the second-fastest in 

California. It has the third highest job growth among the 515 qualifying cities rated by Wallet Hub. The homeownership 

rate is close to 70%, and the Milpitas housing market remains relatively affordable in Santa Clara County. Milpitas is often 

called the "Crossroads of Silicon Valley" with most of its 14 square miles situated between two major freeways (I-880 and 

I-680), Route 237, and a County expressway. In June 2018, Livability Magazine ranked Milpitas fifth by out of more than 

2,000 American cities for “Best Cities for STEM Workers.” 

We encourage you to check us out at: http://www.ci.milpitas.ca.gov/ 

The Opportunity 

Under the leadership of the Recreation Services Supervisor, this position is responsible professional duties consisting of, 

but not limited to planning, coordinating, supervising, scheduling, training, budget preparation and monitoring, report 

writing and working and planning special events as it relates to Youth Programs.  These programs include but are not 

limited to: After the Bell after school program (ATB), Summer Day Camps and the Youth Advisory Commission. 

What You Will Do 

Duties may include, but are not limited to the following: 

 Provides direction to and supervises temporary and volunteer staff, including selecting, monitoring, training, 
scheduling and determining workloads; assists with hiring, disciplinary and evaluation processes. 

 Assists in the development, recommendation and implementation of goals, objectives, policies, procedures and 
work standards for the assigned recreation area(s). 

 Participates in the preparation and administration of assigned recreation program budget. 

 Plans, evaluates and coordinates programs, classes, activities and special events. 

 Monitors the day-to-day operations of programs and events, including making site visits, handling and resolving 
complaints not requiring the attention of a supervisor and ensuring that programs and events have required 
materials and supplies. 

 Formulates and organizes program plans and schedules for seasonal and year-round activities such as afterschool 
programs, teen center events and activities, teen summer job program, and specialty and summer camps. 

 Acts as liaison and representative with a variety of advisory boards, commissions, and community groups. 

 Initiates and collaborates on creating program flyers, brochures, catalogs and newsletters. 

 Performs other duties of a similar nature or level. 
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Experience and Education 

A Bachelor’s degree from an accredited college or university with major coursework in recreation, public administration, 

physical education, or a closely related field. Additional work experience may be considered in the place of education (4 

years of full-time or 8 years of part-time directly related work experience). 

Two years of responsible experience in the area of public recreation including significant programming experience and 

part-time staff supervision responsibilities. 

License and Other Requirements 

Possession of or ability to obtain and maintain an appropriate, valid California Driver’s License. 

Special Requirements 

General office environment and to attend meetings at various sites within and away from the City, and have the 

availability to work off-hour shifts or events as required; sit and/or stand for long periods of time, repetitive keyboarding; 

reach, squat, lift, and carry up to 40 pounds; mobility to lead groups in activities; ability to work outdoors in a variety of 

weather and temperature conditions; vision to read printed materials and a computer screen; hearing and speech to 

communicate in person and over the telephone.    

Selection Process 

Applicants whose qualifications best meet our current needs will be invited to participate in the selection process that 

may consist of an assessment of the candidate’s written skills, computer skills, and an oral board interview. Meeting the 

minimum requirements listed in this job description does not guarantee advancement in subsequent phases of the 

selection process.    

To Apply 

Submit application, supplemental questions (if applicable), resume, copies of required certificates (if applicable) online at 

www.calopps.org or to the Human Resources Department, City of Milpitas, 455 E. Calaveras Blvd, Milpitas, CA 95035, 

(408) 586-3090.  

A complete job description is available on the City of Milpitas website:  www.ci.milpitas.ca.gov (under Classification and 

Compensation) or from Human Resources. 

The City reserves the right to close or re-open the recruitment at any time. Incomplete and/or inaccurate application 

materials may result in disqualification from the recruitment process. 

Candidates will receive all communications by email regarding the recruitment process, which includes, but is not limited 

to, application status, testing dates, and interview scheduling. If you require alternate communications, please contact 

Human Resources at (408) 586-3090. 

Benefits 

The City provides an excellent array of benefits.  This position is represented by the Milpitas Professional and Technical 

bargaining group. Benefits Information is available online at:  
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http://www.ci.milpitas.ca.gov/wp-content/uploads/2016/02/Milpitas-Professional-and-Technical-Group.pdf 

http://www.ci.milpitas.ca.gov/wp-content/uploads/2019/04/Milpitas_Benefit-Guide_EE_FINAL.pdf 

The City of Milpitas is an Equal Opportunity/ADA employer.  Reasonable accommodation in the application, examination, 

and selection process will be made upon request to Human Resources at (408) 586-3090. 

The information contained in this announcement does not constitute either an expressed or implied contract and these 

provisions are subject to change. 
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