
JOB DESCRIPTION: Birthday Party and Open Gym Staff 

FLSA:   Non-Exempt                                                                                              

 

JOB TITLE: Birthday Party and Open Staff  

 

OBJECTIVE: To supervise open gym participants and birthday party attendees at Champions for Life, Inc.   

 

ORGANIZATIONAL RELATIONSHIPS: 

1. Reports to: Office Manager, Night Supervisor, Program Director 

2. Directs: volunteers, participants 

 

GENERAL STATEMENT OF DUTIES: 

 

The incumbent provides structure and supervision at open gym and birthday parties at Champions for Life.   

 

EXAMPLES OF WORK: 

1. Supervise children attending open gym activities at Champions for Life.  

2. Provide information about Champions for Life programming, and encourage participation and registration 

3. Greet every child with enthusiasm, friendliness, and helpfulness. 

4. Supervise children attending birthday parties at Champions for Life. 

5. Play games, set up obstacles courses in the gym, and enforce the rules during open gym and parties. 

6. Attends meetings pertinent to his or her position. 

7. Incorporate virtue and character education into open gym and birthday parties that are situationally and 

developmentally appropriate. 

8. Interact with children, parents, and members of the public in a positive, welcoming, and friendly manner. 

9. Clean party rooms, gymnasium, hallways, and other areas after parties and open gym. 

10. Assist with cleaning facility after parties and open gyms, including preparing party rooms for birthday parties. 

11. Fill out accident reports as needed. 

12. Help train and orient new staff. 

13. Other duties as assigned by supervisor. 

 

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 

1. Ability to interact and communicate with men, women, and children of all ages and backgrounds. 

2. Personality should be warm, friendly, firm, and communicative. 

3. Ability to think creatively and with an open mind with regard to customer interactions. 

4. Ability to communicate effectively, establish rapport with everyone who walks in the door, be a team player in 

the organization, and exercise good judgement 

5. Have working knowledge of appropriate technology to grow and enhance programming at Champions for Life. 

 

ACCEPTABLE EXPERIENCE AND TRAINING: 

1. High school students are encouraged to apply.  

2. No work experience is necessary, but history of working with children is preferred. 

 

ENVIRONMENTAL FACTORS/PHYSICAL REQUIREMENTS: 

1. Work is primarily in the gymnasium, party rooms, and sports arena. 

2. Work requires standing, walking, bending, spotting, lifting, repetitive motion, and attentiveness to children and 

adults. 

3. Outdoor time may be incorporated, depending on the needs of the organization. 

 

WORK SCHEDULE: 

 

Work schedule will vary depending on needs of program. Birthday parties are on Saturdays and Sundays, and open gyms 

are on Friday and Saturday nights. Regular days off will include holidays that CFL is closed. Incumbent must be able to 

work weekends and after normal hours as necessary or required by programming. Some daytime hours are possible, 

depending on needs of the organization. 


