Texas A&M AgriLife Extension – Mason County
4-H Program Assistant Job Description

Position Title:	4-H Program Assistant				Reports To:   County Extension Agent
		Part-Time

Summary:
Work under the supervision of the county coordinator and/or extension agents.  The 4-H program assistant is responsible for organizing and coordinating all aspects of the 4-H program in order to ensure organizational effectiveness and efficiency.  It is their responsibility to maintain a business atmosphere and create a feeling of goodwill for all clientele through courteous treatment and efficient service.  

Job Responsibilities:
· Works under the direct supervision of both the Agriculture & Natural Resources Agent and the Family & Community Health Agent in Mason County.
· Prepares written 4-H communications such as letters, newsletters, emails, & social media. 
· Provides 4-H updates through social media and the county website.
· Maintains 4-H records and files in accordance with policies and procedures.
· Assists with compiling monthly reports and forwarding to proper offices.
· Assists in preparing for Texas A&M AgriLife Extension and Texas 4-HHH meetings, trainings, and programs.
· Assist in 4-H program planning efforts.
· Assist county agents in teaching educational programs.
· Assist agents with planning evaluation techniques for significant program activities.
· Work with and develop youth and adult volunteers as they serve on committees, clubs, and organizations.
· Provide information to families who inquire about the 4-H program.
· Organize 4-H meetings and community service opportunities. 
· Organize and maintain all paperwork in relation to Programs for Minors.
· Approve all 4-H member registrations and contest entries via 4-H Online.
· Attend some 4-H overnight events such as Texas 4-H State Roundup and County Camp.
· Organize and assist with the Mason County Livestock Show & Expo.
· Assist in all 4-H fundraising activities. 
· Ensure all paperwork is completed correctly for county, district, and state contests and is submitted by the due date to the proper office. 
· Assist in livestock validations and major stock show entries.
· Manage excused absences and eligibility for all 4-H members. 
· Position requires work as a team player to complete daily tasks and quality customer service to clientele and other collaboration agencies. 
· Must be flexible with hours as 4-H needs vary during the year. 
· Assist County Extension Agents in all areas needed. 

Knowledge, Skills, and Abilities
Knowledge
· Knowledge of the 4-H program
· Ability to maintain a high level of accuracy in preparing and entering information
Skills
· Excellent interpersonal skills
· Team building skills
· Analytical and problem-solving skills
· Decision making skills
· Effective verbal and listening communications skills
· Attention to detail and high level of accuracy
· Very effective organizational skills
· Effective communications skills
· Time management skills
· Requires knowledge of computer programs used in daily operations such as:
· Microsoft Word
· Microsoft Excel
· Microsoft Power Point
· 4-H Online
· Canva
· Mail Chimp
· Remind 101

Physical Requirements and Work Setting:
Works in a well-lighted, air-conditioned environment; prolonged periods of sitting and periodic walking, standing, bending, and reaching; occasional lifting up to 15 lbs; visual acuity, hearing ability, and manual dexterity required.  Some nights/weekends/overnights required. 

Education and/or Experience Required:
High School Diploma Required. Bachelor’s Degree Preferred.
One year of experience in education, public speaking, developing or coordinating programs, or other directly related background. 

Certificates and Licenses:
Valid Texas Class C Driver’s License.  Must be able to pass a background check. 


