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Job Description

Position Title:  
 Program Assistant

Salary Range:

$12.00/hour

Supervisor:

Director of Programs

General Description

The Program Assistant is responsible for the assisting with the implementation of the program of service.  This includes providing support in the areas of participant processing and interviewing, case management, training, program materials updates and maintenance.
This position is part-time, 25 hours per week.

Responsibilities
1.
Conduct monthly match support (Case Management) of assigned program participants.

2.  
Assist with the processing of program participants which may include, interviewing, verification of information, training and follow-up as necessary and assigned,

3.  
Participate and/or facilitate trainings for program participants and attend recruiting   events throughout the community.

4.  
Working closely with the Director of Programs and Program Coordinators, Assistant will interact with the school guidance counselors and administration as assigned.

5. 
Familiarize self with local schools which are participating in program or have a need or desire to participate.

6.  
Establish a positive working relationship with Guidance Counselors in the local

   
schools.  Monitor volunteer sign-in book at schools.

7.  
In cooperation with the Program Coordinator, monitor matches by utilizing assessment forms, site visits and telephone contact.

8.  
Maintain updated files on program participants and document all contacts.

9.  
Prepare and present timely documents, program reports and statistics as required.

10.
Contribute to the planning of the Agency’s newsletter.

General Knowledge, Skills and Abilities

The ability to facilitate communication both on a one-to-one and group basis.

The ability to establish positive staff and professional relationships.

The ability to understand the Agency’s programs and interpret these services to the community.

Send inquiries to information@bbbsgw.org, fax 757-253-1673.  Open until filled.
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