Coordinator of Faith Community

Position Description

Purpose of Position:

The Coordinator of Faith Community oversees all aspects of Covenant House Faith Community.

Principal Accountabilities:

· Provide training and supervision for the Assistant Coordinator of Faith Community, and support him/her in fulfilling the requirements of their position, which may include but not be limited to: recruiting and recruiting materials, application process, member files, Orientations, Formations, discernment, Faith Community member development, and alumni relations.

· Develop and implement plan of action to sustain current Faith Community houses.  Vision for long term development of Faith Community.  When necessary, oversee the opening/closing of houses.

· Generate the annual budget for Faith Community in order to provide the proper funding to operate each Faith Community house as well as the Faith Community Administration office.

· Monitor the budget for each Faith Community house and the Administration office so that funds are used efficiently and responsibly.  Communicate with Business Managers at each Faith Community site regarding site budgets as needed.  

· Ensure compliance with Catholic Network of Volunteer Service (CNVS)/AmeriCorps Educational Award Program (AEAP).  Complete and process all AmeriCorps paperwork for Faith Community members in accordance with CNVS/AEAP standards.  

· Attend the annual mandatory CNVS/AEAP meeting, which is held in conjunction with the annual CNVS Conference.    

· Act as liaison between Faith Community and the Executive Director (or appointed person) and Human Resources department at each site in order to maintain clear communication and positive relationships.

· Complete monthly Faith Community Membership List.  

· Regularly communicate with Community Manager at each Faith Community site.  Be supportive to the process of community within each house, and provide conflict resolution support when needed.  

· Conduct regular Faith Community site visits.

· Ensure each Faith Community site has a qualified Site Resource person, maintain a positive relationship with him/her and clear communication regarding expectation of their role and the needs of each site.  

· Report the status of Faith Community to the Senior Vice President of Program Development in order to ensure its development within the overall Covenant House context. 

SELECTION OF THE COORDINATOR OF FAITH COMMUNITY

The Coordinator must be a lay, Roman Catholic, preferably a present or former member of Faith Community.  The President appoints the person after a position search is conducted by Human Resources of Covenant House.
