 Job Description
Hands of Hope Program Coordinator
Reports To:  Adult Program Director, Data Management Director, Chief Operating Officer
Supervises: Program Volunteers and Program Assistants
FLSA Status:  Non-Exempt, Hourly
Pay Status: 20 hours weekly for 8 weeks
Location: 1801 Spielbusch, 416 Belmont
Summary:  Coordinate and implement programs and ensure compliance standards are achieved. 

Essential Duties and Responsibilities:
1. Assist with the implementation and development of Hands of Hope USDA Food Box Distribution program.

2. Develop and maintain relationships with partners; serve on local committees relevant to program operations.

3. Review and monitor program contract goals and provide progress reports. 

4. Review, monitor and modify program activities and assist in ensuring that performance and compliance standards are achieved.

5. Prepare and maintain files and reports for progress reporting and monitoring purposes, ensuring the accuracy of required documentation, and reports within established time frames.

6. Maintain on-going communication with supervisor and internal support team regarding the progress of program participants.

7. Submit data and participate in the team development process for all grant opportunities.

8. Coordinate program functions and assign tasks.

9. Monitor program advisory, community councils, and parent involvement activities.

10. Ensure a case management approach to service delivery

11. Initiate and maintain relationships with other departments, area social service providers, educational institutions, employment agencies, and employers to assist participants and families in meeting their needs.

12. Recruit, screen, assess, establish goals, and make referrals related to employment, housing, health care including substance abuse and/or alcohol abuse, economic self-sufficiency, and interpersonal relationships to assist participants and their families meet their basic needs.

13. Determine if participants meet eligibility requirements. 

14. Provide referrals, case management, crisis intervention, support, and follow-up services for participants and their families.

15. Develop and monitor individualized plans that clearly documents the participant’s goals, addresses barriers, people responsible, expected outcomes, and time frames established. 

16. Provide information, training, and educational resources in order to prepare participants for success
17. Ensure timely entry of information into the appropriate program database system.

18. Other duties and responsibilities as directed by supervisor.

Additional Responsibilities:

1. Participate in the team process, both within the department and the corporation.

2. Attend internal and external meetings.

3. Pursue continuous education and professional development opportunities.

4. Out-of-town travel within a radius of 250 miles, times per month, with occasional overnight stays.

5. Availability to work in excess of 40 hours per week in order to fulfill position requirements.

6. Exercise independent judgment and discretion consistent with position. 

Supervisory Responsibilities: 
Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws.  Responsibilities may include the following:

1. Interviewing, hiring, and training employees. 

2. Planning, assigning, and directing work. 

3. Appraising performance. 

4. Rewarding and disciplining employees. 

5. Addressing complaints and resolving problems.

6. Serve as an example in matters of appearance, attitude and performance in a manner that best serves the Organization.  

Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. 

Education:

Associate degree in Education, Child Development, Social Work or related field.  (preferred).
Experience: Preferred
One to three years’ experience working with youth and up to one year experience working with word processing, spreadsheet, internet, and database software; prefer one to three years supervisory experience. Three years or more providing direct services in the areas of workforce development and parenting education. Five years or more experience working with at-risk youth and families.
Additional Requirements:

1. Must have insured, dependable transportation available for daily use. 
2. Ability to be reached by cellular phone during business hours and after hours
Language Ability:
Ability to read, analyze and interpret general business periodicals, professional journals, technical procedures or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals using proper grammar. Ability to effectively present information and respond to questions from groups of managers, clients, customers and the general public.
Math Ability:
Ability to add, subtract, multiply and divide in all units of measure, using whole numbers, common fractions and decimals.  Ability to compute rates, ratios, and/or percentages.

Reasoning Ability: 
Ability to define problems, collect data, establish facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions and deal with several abstract and concrete variables.

Work Environment:
The work environment involves everyday risks or discomforts requiring normal safety precautions typical of such indoor places as offices, meeting and training rooms, etc.  The work requires the use of safe work practices with office equipment, avoidance of trips and falls, and observance of general safety and traffic regulations.

Physical Demands:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. While performing the duties of this job, the employee is regularly required to sit for prolonged periods of time; use hands in repetitive motions to finger, handle; feel and talk or hear, use the phone and other communications and electronic office devices.  The employee is frequently required to walk. The employee is occasionally required to stand; reach with hands and arms; climb or balance and stoop, kneel, bend, twist, crouch, or crawl. The employee must frequently lift and/or move up to 10 pounds and occasionally lift and/or move up to 25 pounds to a height or distance of no more than 25 feet, unassisted. Specific vision abilities required by this job include close vision, distance vision and ability to adjust focus. The employee will be required to wear personal protective equipment and to maintain workplace hygiene standards in accordance with applicable directives and employer requirements. Intermittent exposure to cleaning chemicals may be required. Must have the ability to work remotely.
Competency:
To perform the job successfully, an individual should demonstrate the following competencies:

Analytical - Collects and researches data; designs work flows and procedures.

Problem Solving - Identifies and resolves problems in a timely manner; develops alternative solutions; works well in group problem solving situations; uses reason even when dealing with emotional topics.

Interpersonal - Maintains confidentiality.

Oral Communication - Speaks clearly and persuasively and with proper grammar in positive or negative situations; listens and gets clarification; responds well to questions; demonstrates group presentation skills.

Written Communication - Writes clearly and informatively and with proper grammar; edits work for spelling and grammar; presents numerical data effectively; able to read and interpret written information.

Delegation - Delegates work assignments to the appropriate person; sets expectations and monitors delegated activities.

Managing People - Includes staff in planning, decision-making, facilitating and process improvement; takes responsibility for subordinates' activities; makes self available to staff; provides regular performance feedback; develops subordinates' skills and encourages growth; solicits and applies customer feedback (internal and external); fosters quality focus in others; improves processes, products and services.

Cost Consciousness - Works within approved budget; develops and implements cost saving measures.

Organizational Support - Follows policies and procedures; completes administrative tasks correctly and on time; benefits organization through outside activities.

Attendance/Punctuality - Is consistently at work and on time; ensures work responsibilities are covered when absent; arrives at meetings and appointments on time.

Planning/Organizing - Prioritizes and plans work activities; sets goals and objectives; organizes or schedules other people and their tasks; develops realistic action plans.

Professionalism – Approaches others in a tactful manner; reacts well under pressure; treats others with respect and consideration regardless of their status or position; follows through on commitments.

Adaptability – Manages competing demands; changes approach or method to best fit the situation; able to deal with change, delays, or unexpected events.

This lists typical responsibilities, tasks and duties which are common to the positions of this classification.  They are not intended to precisely define or limit the duties which may be assigned to employees, but to broadly define the types of activities the employee should expect to be assigned.

ALL ON AND OFF DUTY POLITICAL ACTIVITY IS GOVERNED BY THE HATCH ACT.

JOB DESCRIPTION REVIEW:

I have read this job description and discussed any questions with my supervisor. I agree to perform these functions and understand that this description will be the formal basis for my performance evaluation. This understanding also applies to any subsequent revisions, and to specific department goals. I further understand that no position description can detail all the duties and responsibilities that may be required from time to time in the performance of a job. For this reason, duties and responsibilities that may be inherent in a job or reasonably required for its performance shall also be considered when evaluating my performance.  I understand that this position description will be reviewed annually for continued accuracy and appropriateness. If necessary, I will request accommodation from my supervisor, which will be considered in accordance with applicable laws.  

______________________________________________________________

______________________                                                                
Employee Signature








Date



_______________________________________________________________

Print Employee Name

_____________________________________________________________    

______________________

Supervisor Signature








Date
_________________________________________________________

Print Supervisor Name
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