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Job Title: Contract Youth Program Coordinator
Report to: Executive Director
PART-TIME, CONTRACT POSITION (20-24 hrs./week)

Must be available 1pm – 6pm Mon. – Thurs. 

Requirements:  A Bachelors or Masters degree in social work, human services, women’s studies, sociology, psychology, or related field preferred, plus equivalent experience providing services to youth and children. Experience with youth required and knowledge of domestic and dating violence strongly preferred. Candidate must be able to role model and practice respectful communications with co-workers and program participants. Must have your own, reliable transportation.
Essential Duties and Responsibilities:

A. Youth Services

· Facilitate youth violence prevention groups in community settings including city family court, schools, and residential homes.

· Collaborate and communicate with referring entity including Deputy Juvenile Officers, social workers, and parents.
· Provide ongoing supervision and support to program staff, volunteers and interns
· Ensure coverage of all youth groups
· Conduct and compile ongoing program evaluation and assessments.

B. Program Development & Coordination
· Responsible for delivery of quality services in all aspects of the youth program 
· Update and revise youth program curriculum as necessary

· Serve as a liaison between group facilitators and RAVEN program

· Research and understand theories related to youth work and violence prevention
· Update and revise youth violence prevention curriculum to reflect best practice and current research
· Comply with requirements for reporting to funding sources and partner agencies
· Work with Executive Director to update, revise and develop program policies, procedures and forms as needed

· Work with the Executive Director to secure ongoing funding for RAVEN’s youth violence prevention program
· Responsible for understanding youth program budget and keep program within budget
· Work with Executive Director to update volunteer training manual 

· Work with Executive Director in program development and implementing RAVEN’s strategic plan as it relates to youth progamming
C. Coordinate Volunteers & Interns

· Recruit and screen youth program interns and volunteers

· Plan and coordinate training of volunteers with the Executive Director and Adult Program Coordinator

· Maintain and update volunteer training manual(s) with the Executive Director and Adult Program Coordinator

· Create and maintain a roster of youth volunteers and youth volunteer files

· Schedule, supervise and track volunteer work hours

· Track volunteer attendance and participation in training and supervision meetings

· Work with Executive Director and Adult Program Coordinator to coordinate workshops and in-services in order to ensure effective intervention by facilitators

· Work with Adult Program Coordinator to coordinate an annual volunteer recognition event

· Act as liaison with volunteers and interns related to programmatic and policy issues

· Supervise and evaluate program volunteers and interns

D. Community Outreach and Education

· Develop and facilitate trainings related to youth violence and youth violence prevention appropriate for adult and youth audiences.

· Develop and maintain partnerships with youth serving community groups and schools

· Participate on relevant community coalitions and committees.
· Represent RAVEN or assign personnel to represent RAVEN at volunteer and resource fairs related to the youth program
E. Other

· Publicize Youth Violence Prevention program in the community
· Conduct mandated reporting requirements as indicated in RAVEN policy and Missouri state law
· Promote awareness of RAVEN and its mission in the community

· Maintain organized and complete documentation
· Must be proficient in Microsoft Excel
· Help create a welcoming environment for program participants and volunteers

· Other related duties 
Equipment Use: Telephone, copier, computer (all Microsoft Office Applications), fax machine

Physical demands: Sitting, carrying up to 30 pounds, lifting up to 30 pounds, clear verbal communications, driving to program sites, occasionally transporting volunteers to program sites
Mental demands: Problem solving, make decisions, supervise, interpret data, organize, write, plan, prioritize, communicate clearly, de-escalate others, model respectful, non-abusive behavior, critical thinking, critical reasoning, attention to detail, ability to recall, coordinate schedules, create written communication, speak in public.

	
	

	
	


Persons interested in this position must e-mail a cover letter and resume to executive.director@ravenstl.org   In the subject line of the e-mail list the title of the position for which you are applying and your name. 
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