Assistant Coordinator of Faith Community 

Position Description

Purpose of Position:  

To support the Coordinator of Faith Community in the functioning of Covenant House Faith Community.

Principle Accountabilities:

· Develop recruitment strategies and implement recruitment efforts in conjunction with Coordinator of Faith Community, which may include but not be limited to: speaking presentations, attending college recruiting fairs and other recruiting events, Faith Community informational mailings, and employing various mediums of advertisement.  

· Answer inquiries regarding Faith Community, and send information and application packets to potential candidates.

· Create and maintain applicant files, and ensure that files are complete.  Correspond with applicants throughout application process as to their application status.  Follow up with reference letters and releases of information.  Discern invitation of applicants to Orientation, and assist in communication of discernment decisions to applicants.  

· Responsible for implementing a minimum of 6 Orientations (more if needed), including preparation and follow-up, in conjunction with Coordinator.

· Preparation includes creating Orientation schedule, arranging tours of Covenant House, and making arrangements with New York Faith Community house to host Orientees.

· Implementation includes welcoming applicants to New York Faith Community house, assisting in leading Orientation experience by conducting presentations on Faith Community, and interviewing candidates.

· Follow up includes discernment of applicants for acceptance into Faith Community in conjunction with Coordinator, and corresponding with applicants regarding discernment decision. 

· Responsible for implementing a minimum of 2 Formations (more if needed), including preparation and follow-up, in conjunction with Coordinator.

· Preparation includes scheduling Formation presenters, creating Formation schedule, and making arrangements with New York Faith Community house to host Formees.  Communicate with Formees about information that is needed before Formation and collect documents for files.  Responsible for communicating with Faith Community houses and Human Resources at each site regarding arrival of new Faith Community members.

· Implementation includes assisting in leading Formees through a Formation experience, which may include but not be limited to: presentations on Faith Community, ensuring Formees know and understand the Governing Structures of Faith Community, facilitating Formation presenters, assisting Formees with the transition into a community living situation, and helping Formees with their commitment service.

· Follow up includes ongoing support of new Faith Community members as needed upon arrival at their sites.  

· Regularly communicate with House Manager at each Faith Community site.

· Regularly communicate with Site Resource Person at each Faith Community site.  

· Provide support for retreat planning and weekly Community Nights as needed.  

· Continue personal, communal, and professional development of members by periodically sending relevant information to Faith Community sites.

· Assist in conducting Faith Community site visits as needed.

· Send transition information to departing members two weeks prior to departure, and conduct exit interviews with Faith Community members at the end of their commitments. 

· Other duties as needed and assigned by Coordinator.

Requirements:

· Minimum of 1 year experience in Faith Community or another full time faith based volunteer service program

· Dedication to the missions of Faith Community and Covenant House 

· Adherence to Faith Community values

· Minimum BA or BS degree

· Needs to have strong verbal/written communication skills, understanding of basic computer programs, be detail oriented, and well organized

· Able to keep information confidential, and be sensitive with personal information of applicants and community members

· Must have good interviewing, interpersonal, and community building skills

· Willingness to work flexible hours

· Available to stay at New York Faith Community house during Orientations and Formations  

· Ability to travel for recruiting opportunities and to Faith Community sites 
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