LAY MISSION HELPERS
Job Description
DRAFT #2
Position Title

Program Director
Reports to 

Executive Director
Position Summary
The Program Director works in collaboration with the Executive Director                                 and is responsible for promoting the effective, professional and appropriate                         operation of Lay Mission Helpers in the field, ensuring that its LMHers                                     in each geographic area actualize the organization’s mission. This is                                     a full time, exempt position with benefits.
RESPONSIBILITIES
Recruitment
1. publicizes LMH as a viable volunteer opportunity 
2. promotes LMH through visits appropriate venues [parishes, colleges/universities, interested groups] 

3. responds to inquiries regarding LMH 
4. provides applications as requested

5. creates partnerships to advertise and recruit for LMHers
6. develops Information Days

7. interviews prospective candidates
Formation

1. schedules/facilitates discernment weekends

2. designs formation program including 

a. class content 

b. instructors 

c. faith sharing and other prayer experiences 

d. community living 

3. facilitates discernment process for and final selection of candidates
4. provides continuing educational/spiritual enrichment materials for LMHers
5. annually evaluates and refines the formation program

Placement

1. investigates potential mission sites

2. identifies/qualifies mission sites including work expectations
3. coordinates placement, including contracts, with local bishops and work sites 

4. responds to emergency situations 

5. orients, communicates with and gathers evaluations from supervisors
6. designs and facilitates reentry process

Communications 

1. on a regular basis, maintains correspondence with bishops, mission sites, faculty,                          other appropriate persons on a regular basis
2. continues frequent communication with current LMHers

3. creates gatherings/events and correspond with veteran LMHers as appropriate

4. annually visits mission sites

Management

1. assures health insurance and travel arrangements are in place

2. contributes to LMH’s annual budgeting process; maintains the program budget
3. develop and regularly review policies, handbook, application, evaluation materials, etc.,                          specifically applicable to LMHers
4. prepares reports for the Executive Director and/or the Board as requested
5. performs other duties as outlined by the Executive Director

Resource Development

1. provides LMH experiences and photos for publications, donor and prospect events
2. produces appropriate materials [brochures, videos, website, PowerPoint presentations, etc.]                                    to market LMH volunteer opportunities

3. creates partnerships with parishes for financial support and mission education
QUALIFICATIONS
· Bachelors degree, preferably in Human Services, Volunteer Administration,      


Theology, Pastoral Ministry or a related field
· 5-7 years experience in volunteer coordination and service in a mission area
SKILLS

· Demonstrable leadership

· Demonstrated abilities in planning and organization

· Effective verbal and written communication skills

· Ability to work as a team member and to interact well with diverse individuals and groups
· Flexibility

· Networking
· Computer literacy
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