  POSITION DESCRIPTION

	Position:
	Program Coordinator-Teen Parenting Programs
	
	Reports to:
	Director of Program


	SUMMARY:

	To assure program compliance with funder contract requirements and scope of work terms and conditions, timelines, goals, objectives, and reporting requirements.  The Program Coordinator must maintain a positive working relationship with all agency staff and is supervised by the Director of Program.  This position will supervise and coordinate Lake Family Resource Center Teen Parenting programs.  


	ESSENTIAL FUNCTIONS:

	· Monitor program budgets, scope of work and staff assignments for compliance with program requirements.
· Provide management and supervision of staff in program.

· Train and develop staff.
· Supervise data management systems for grant monitoring and evaluation, and program statistics.
· Prepare required program reports.

· Develop and maintain funder relationships required for program reporting.

· Plan, organize and direct the work of staff in program.

· Attend all mandatory meetings and trainings.

· Provide outcome reporting.

· Develop, implement and monitor Quality Control.

· Other duties as assigned.


	POSITION SPECIFICATIONS:

	· Master’s degree preferred in social work, public health, nursing, education, health education, or other health related or social science field and up to 3 years’ experience coordinating and implementing health or social programs in communities, schools, etc. in health or other social programs in schools or community or

· Bachelor’s degree in social work, public health, nursing, education, health education, or other health related or social science field and up to 3 years’ experience coordinating and implementing health or social programs in communities, schools, etc. in health or other social programs in schools or community.

· Experience in personnel supervision.

· Ability to understand and apply multiple program guidelines is required.

· Knowledge and experience in areas of social services, administration and funding with strong communication skills.

· Knowledge and experience in PC operations and Microsoft Office Software; Proficient in Word and Excel.
· Valid California Driver’s License and proof of vehicle insurance.


PHSYCIAL DEMANDS:

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
While performing the duties of this job, the employee is regularly required to stand; walk, use hands to finger, handle, or feel object, tools, or controls; and to talk or hear.  The employee frequently is required to reach with hands and arms, stoop, kneel and crouch.  The employee is occasionally required to climb or balance; crawl; and taste or smell.

The employee must regularly lift and/or move up to 10 pounds.  The employee frequently lifts and/or moves up to 40 pounds, and occasionally lifts and/or moves up to 75 pounds.

Specific vision abilities required by this job include close vision, distance vision, peripheral vision, depth perception, and the ability to adjust focus.

WORK ENVIRONMENT

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of his/her job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee frequently works in outside weather conditions.  The noise level in the work environment is usually moderate.

____________________________________________

Employee Signature                                                Date

Your signature acknowledges that you have read and understand the requirements of this employment position.  

COMPENSATION:  $17/hr. plus benefits.
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