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Position Description

Position Title:
AmeriCorps Programs Coordinator

Date:  July 2006
Reports To:
Director of Human Resources


Supervises others: AmeriCorps members

and Director of College and Alumni Success
Classification:
Exempt




Salary Range:

General Description

This is a professional position with responsibility for coordinating and implementing AmeriCorps Programs and other National Volunteer programs.  The Coordinator will work closely with National and Affiliate staff, and current Members to support the goals of recruiting, training and retaining the highest quality members and volunteers.  The Coordinator will represent the National Office and National AmeriCorps programs.  
Responsibilities
I. AmeriCorps and Volunteer Programs
a. Establish and monitor annual goals with Directors.
b. Screen applicants and recommend candidates to Directors who meet position qualifications.

c. Inform applicants of duties, responsibilities, benefits, working conditions and policies.
d. Coordinate selection and placement process for members with Affiliates.

e. Organize and provide training and support for members, including orientation and renewal events

II. Recruitment
a. With Directors, track current and future member and volunteer needs to establish recruiting goals.
b. Implement recruitment strategy coordinated with employee recruitment and within established budget.
c. Ensure all member and volunteer inquiries are responded to and all employment applicants are referred to the Interviewer/Training Coordinator in a timely fashion.
d. Maintain, update and distribute member and volunteer recruitment and application materials.
III. Record Keeping and Reporting
a. Maintain accurate and complete member records in compliance with organization and AmeriCorps policies.
b. Collect and maintain AmerCorps member files and time logs.
c. Provide regular reports on recruitment and AmeriCorps program activities. 
IV. Other
a. Perform other duties as required to meet the goals of the organization.
Critical Criteria

At least 21 years of age, a Bachelors degree and a minimum of one-year relevant experience are required.  Prior AmeriCorps or similar service experience, and experience in residential youth care are highly preferred.   The position requires the following competencies for success:

· Professional appearance and conduct 

· Strong organizational skills and great attention to detail 

· Ability to manage several projects and activities at the same time

· Exercises mature, independent judgment 

· Strong interpersonal and team work skills
· Excellent verbal and written communication skills
· Poised and practiced public speaker and presenter

· Can positively motivate and use persuasion 
· Can handle fast pace, stress and change with calm and professionalism
· Experienced with internet, e-mail, Windows and database applications
· Basic understanding of budgeting, marketing, employment laws, and adult education

Working Conditions

.

This is a professional position based at the National Office of Boys Hope Girls Hope.  The position requires extensive contact with the public, applicants and Affiliate staff in person, by phone and by e-mail.  Possibility for 50% or more time spent in travel, as well as periodic evening and weekend work.  
