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Job Title: RAVEN Adult Program Coordinator
Reporting to: Executive Director

Full-Time, Exempt Position

Requirements:  A Masters degree in social work (MSW) preferred, with ability to supervise practicum students.  Experience with group facilitation and knowledge of domestic and sexual violence strongly preferred.  

Summary: This position is responsible for case coordination of program participants, the coordination of adult program volunteers (including interns), and quality of the RAVEN adult program. 
Essential Duties and Responsibilities:

A. Case Coordination of Program Participants

· Conduct phone screens, assessments and exit interviews

· Maintain ongoing case files and case notes—both electronic and hard copy
· Consult with staff and facilitators to determine accountable action plans for  participants
· Serve as point of contact for referring agencies (i.e., Probation and Parole, Children’s Division, court etc.)

· Facilitate groups as needed

· Oversee tracking of participant attendance and payments, absences and dismissals

· Coordinate and conduct progress reviews with participants, their group facilitators and referring agents as needed
· Communicate information regarding program structure, expectations and limitations, and attendance to participants and their partners when requested
· Work with Executive Director to update, revise and develop program policies, procedures and forms as needed

· Work with Executive Director in updating group curriculum

B. Coordinate Adult Program Volunteers and Interns

· Supervise adult group facilitators under the direction of the Executive Director

· Serve as a role model of self awareness and facilitate respectful opportunities for volunteers to support each other in becoming aware of sexism and privilege

· Plan and coordinate recruitment and training of volunteers and interns
· Work with Executive Director to update training procedure and materials 
· Create and maintain a roster of volunteers and volunteer files

· Schedule and supervise volunteer and student work hours

· Track volunteer attendance and participation in training 

· Conduct facilitator in-services monthly and record minutes

· Coordinate workshops, trainings and in-services in order to ensure effective intervention by facilitators and to meet state compliance for certification
· Organize volunteer recognition events
· Supervise practicum students (requires at least two years as an MSW)

C.   Community Outreach and Education

· Respond to requests for trainings related to domestic violence and batterer intervention
· Participate on relevant community coalitions and committees
· Represent RAVEN or assign personnel to represent RAVEN at volunteer and resource fairs 
· Promote awareness of RAVEN and its mission in the community

D. Other
· Help create a welcoming environment for program participants and volunteers

· Work with other staff to ensure coverage for office operations

· Comply with requirements for reporting to funding sources

· Responsible for understanding adult program budget and ensure program operates within budget

· Must be proficient in Microsoft Excel 
· Other duties as assigned

Equipment Use: Telephone, copier, computer (all Microsoft Office Applications), fax machine

Physical demands: Sitting for long periods of time, carrying up to 30 pounds, lifting up to 30 pounds, clear verbal communications

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. [image: image1.png]



[image: image2.jpg]