AMERICORPS COORDINATOR
DEFINITION

Under general supervision, this grant-funded position will provide program leadership, coordination and management to the Dane County Partners for After School Success (PASS) Program.  PASS is a multi-site program placing twenty-five AmeriCorps members in service with at least eight after school sites in Dane County.  AmeriCorps  members will also provide educational support to middle and high school age youth through employment and educational/recreational activities, community-learning projects and homework clubs.    The Coordinator will build and strengthen these partnerships and manage all aspects of the grant, including budget and compliance requirements of the project.

EXAMPLES OF DUTIES

Provide leadership and supervision of the Dane County PASS program; build and strengthen the partnership with the current after-school sites and consider additional sites for future program expansion efforts;  submit reports in a timely manner as required by funding agency; support, coach and mentor AmeriCorps members and site supervisors as they build successful learning experiences for the members and the students involved; plan and implement training as required by the grant; ensure compliance with grant and corporation guidelines regarding program administration, record-keeping, evaluations and related reports; develop and maintain strong lines of communication among members and site supervisors through personal site visits, professional development activities, general program meetings, e-mails, phone conversations and other related education activities; perform other duties as assigned.

EMPLOYMENT STANDARDS

Education and Experience:  Any combination of training and experience equivalent to a Bachelor’s degree in social work, public policy administration, education, human services or related field and two years experience developing detailed budgets and managing federal or state grants.   Prefer experience in either directly providing or managing volunteer services.

Knowledge, Skills and Abilities:  Knowledge of community resources and needs; ability to organize and coordinate people and projects; ability to effectively recruit, train and motivate volunteers; ability to communicate effectively in writing and orally to individuals and groups; ability to work cooperatively with others to integrate volunteer programs into ongoing agency and community organizational operations; ability to promote, implement and evaluate educational and youth development programs; ability to supervise and manage staff; demonstrated proficiency with using word processing, databases, spreadsheets and the Internet.

Other Requirements: Possession of or eligibility for a valid Wisconsin driver's license and access to reliable motor vehicle transportation.
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