
UNITED SOUTH END SETTLEMENTS 

 

United South End Settlements (USES) is a community-based nonprofit organization serving 

children, teens, adults, and seniors through programs in art, education, technology, and social 

services.  USES has held true to its settlement house roots, committing to the motto of 

“neighbors helping neighbors to grow and thrive.”  Our extended family is an integrated team of 

participants, staff, volunteers, community leaders, and business partners.  USES operates in 

three locations in the South End – Harriet Tubman House, South End House, the Children’s Art 

Centre – and Camp Hale on Squam Lake in New Hampshire.  Please visit our website at 

www.uses.org.  

 

 

Youth Programs Operations Manager  

 

GENERAL DESCRIPTION  

Reporting to the Vice President of Programs & Services, the Youth Program Operations 

Manager  will be responsible for overall administrative and operations support for youth 

programs including: overseeing efficient and professional front desk operations; managing 

contracts and tuition collection; ensuring accurate record-keeping; supervising support staff; 

serving as administrative liaison to the USES business office. The position is full time, 35 hours 

per week, Monday to Friday, and requires occasional flexible hours.  

 

 

QUALIFICATIONS  

The candidate should possess a background in youth programs and office management with at 

least 2 years of administrative/supervisory experience. A Bachelor’s or Associates degree is 

preferred. Excellent organizational, writing and professional communication skills required.   

The candidate should be detail-oriented, able to prioritize and multitask, and proficient in 

Microsoft Office.   Strong interpersonal skills and flexibility with working schedule is necessary. 

Familiarity with income eligible child care slot requirements and/or billing policies strongly 

preferred.    

 

Responsibilities 

 

1. Supervise and manage all aspects of front desk operations to ensure a professional, 

welcoming, and efficient front desk environment.  This includes hiring, training, 

scheduling and supervising receptionists; providing some reception desk coverage; and 

managing timelines for completion of administrative duties. 

 

2. Supervise youth programs food service personnel; ensure compliance with food service 

guidelines; serve as liaison to food product vendors; responsible for food ordering; 

meeting nutrition guidelines; and youth program menus. 

 

3. Coordinate with Facilities Manager to insure that all youth building licenses and 

inspections are up to date and in good standing; that major office equipment is in proper 
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working order; that the buildings are safe, clean and in good condition; and that necessary 

office supplies are in stock.   

 

4. Provide accurate information about the Agency, its programs, and events, as well as 

events sponsored by outside groups in response to inquiries from the public.   

 

5. Manage youth program contracts including serving as liaison between youth programs 

and contract providers; staying current on contract eligibility criteria; ensuring 

compliance with contract policies and documentation requirements; submitting timely 

and accurate contract billing to business office; and participating in contract 

(re)applications.  

 

6. Maximize contract utilization by communicating with program managers regarding slot 

vacancies; assisting with wait lists; monitoring program enrollment; assisting with 

outreach; and enrollment of new participants. 

 

7. Responsible for developing and maintaining effective relationships with parents that 

ensure parent responsiveness to fee payments and prompt receipt of all necessary client 

documents.   

 

8. Maintain youth program participant files and oversee childcare billing.  

. 

9. Oversee and implement special projects as assigned by the Vice President of Programs.   

 

10. Act as Manager on Duty in absence of Program Directors and/or Vice President.  

 

11. Perform other duties as assigned. 

 

PHYSICAL  REQUIREMENTS (with or without accommodation) 

1. Must be able to walk, finger, talk, hear, and be capable of repetitive motion 

2. Work requires close visual acuity 

3. Position requires exerting up to 10 pounds of force occasionally and/or a negligible 

amount of force frequently 

4. Position is not substantially exposed to adverse environmental conditions 

 

The above statement reflects the general details considered necessary to describe the principal 

function of the job identified and shall not be considered a detailed description of all the work 

requirements that may be inherent in the job. 

 

To apply, please email resume and cover letter to: humanresources@uses.org 

In the subject line, please specify the position to which you are applying. 

No phone calls, please. 
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