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Job Description
Job Title:
Program Coordinator


Job Code:

Department:
Enrichment




Status: Part-time, Hourly/Non-exempt

Reports To:
Enrichment Supervisor


Dates:  (February 2012 to June 2012)
JOB SUMMARY
The Program Coordinator will be responsible for recruiting students and parents for Enrichment programs for Encourage Tomorrow in the Santa Clara community. This position requires a self-starter, energetic professional who is confident and experienced.

ESSENTIAL JOB FUNCTIONS
While the essential functions outlined below describe a significant portion of this position’s assigned responsibilities, other functions and accountabilities may be assigned from time to time.   In the spirit of cooperation and teamwork, it is expected that you will do whatever is necessary to further the mission and work of Encourage Tomorrow. 
LaRosa College and Career Preparation Program
· Assist with the recruitment and retention of twenty-five (25) students in the LaRosa College and Career Preparation Program.

· Attend weekly LaRosa sessions at San Jose High School to ensure program objectives are met.

· Coordinate two parent workshops at the school site, including scheduling speakers, inviting parents, ensure that all materials and resources are available.

· Schedule two field trips for the students, one to a local business and one to a university.

· Collect and maintain data for college and career prep  program

· Partner with other community organizations

Outreach Activities
· Identify contacts to build other programs in the San Jose area;

· Assist with the creation of the Advisory Committee

· Organize the advisory committee meeting, including inviting the media

· Promote Encourage Tomorrow while attending events, meetings and workshops.

· Abide by personnel policies and procedures of Encourage Tomorrow and the school district. 

· Represent the mission and vision of Encourage Tomorrow while recruiting students, attending public events, collaborative tables and other meetings.
· Submit reports to supervisor in a timely manner.

· Attend trainings and meetings as required.
· Participate in appropriate staff development opportunities.

· Perform other duties as assigned.

REQUIRED KNOWLEDGE AND SKILLS

· Bilingual (English & Spanish) preferred but not required.
· Valid Drivers’ License required
· Strong work ethic and positive attitude that includes flexibility, optimism, and a good sense of humor.
· Highly organized and punctual; ability to sort/categorize information and meet deadlines
· A strong ability to work independently, multi-task, shift focus quickly, and set priorities to accomplish various instructional, fiscal, and operational tasks.
· Excellent community-building and communication skills: written, verbal, and interpersonal.
· Demonstrated ability to work successfully with diverse groups of people and through various communication vehicles (e-mail, phone, voicemail, written correspondence, etc.). 
· Capable of taking initiative.
· Able to work both independently and as part of a team.
EDUCATION AND EXPERIENCE

· Experience working with children/youth.
· High School Diploma 
· College degree preferred
· Ability to follow directions with accuracy.
ENVIRONMENTAL CONDITIONS AND PHYSICAL REQUIREMENTS:

· Office environment portion of time.
· Off-site noon time and after school meetings portion of time.
· Standing for extended periods of time.
· Hearing and speaking to exchange information in person or on the telephone.
· Lifting light objects. 
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