JOB DESCRIPTION

Job Title:
Family Support Services Coordinator 

Date:  August 2014
Reports to:
Sr. Director, Success By 6


Status:  Exempt
EDUCATION & EXPERIENCE
Bachelor’s degree or equivalent in early childhood education, child development, social work, family systems, or closely related field required.  At least 2 years experience in a professional capacity in the human service or non-profit sector required.  Proficiency in Spanish language preferred.
JOB PURPOSE & SCOPE

Success By 6 works to make sure every child is ready for kindergarten by improving the complex networks of child care services, parent education, public and private funding and public policy in the Central Texas community. The Family Support Services Coordinator facilitates collaborative work with community partners who provide parent education, home visiting, Play to Learn, and other family support services to ensure significant improvement in community conditions for families with young children.  The Coordinator assumes primary responsibility for several key programs of United Way, including Play To Learn, the GAVA early childhood sector, and the Family Support Network.  
SKILL/JOB REQUIREMENTS

· Solutions oriented perspective with creative problem solving sensibility
· Ability to move from abstract vision to implementing action
· Self-motivated, self-confident, results-oriented, maintains high moral and ethical standards

· Exceptional interpersonal skills, ability to adapt in various professional settings

· Excellent verbal and written communications skills with ability to adapt to various personalities and styles.  Highly desirable examples:
        Experience in oral presentations to large and small groups
        Experience in preparing grant applications and reports

        Experience in facilitating and editing group collaborative projects

        Experience in preparing meeting notes/summary and action items
· Excellent internal/external customer service skills

· Ability to work well within diverse populations

· Ability to manage priorities and to meet deadlines in a fast-paced environment

· Strong work ethic, coupled with adept time management skills
· Strong organizational and strategic planning skills with ability to handle multiple projects simultaneously 
· Computer literate in all MS Office programs and competence in using the Internet, tablet computers, and social networking sites 
· Ability to facilitate a diverse group to a larger vision and implement change
· A high degree of discretion and the ability to maintain confidentiality is required in this job
ESSENTIAL FUNCTIONS

· Schedule, plan, and facilitate regular Family Support Network meetings with a goal of collaborative problem-solving resulting in significant improvement in the School Readiness Action Plan (SRAP) performance measures.
· Manage all aspects of the Play To Learn project, including managing the budget, ordering supplies and maintaining material inventories, identifying  and managing relationships with potential partners, ascertaining quality implementation of the curriculum, reporting to funders, conducting tours with key volunteers or funders, managing the client internet accounts, working with volunteers to create take-home materials, utilizing social media applications to maintain contact with the families and maintaining an updated schedule of sessions.
· Serve as primary early childhood sector liaison to the Dove Springs GAVA project.  Plan and facilitate the early childhood liaison meetings. Attend and participate in the GAVA Leadership Team meetings. Communicate effectively with the GAVA coordinator to achieve project goals.  
· Gather, analyze, and report on data related to all Travis County family support services.  
· Oversee all of the Family Support UWATX-funded contracts, including quarterly analysis of agency- reported data.
· Participate in Success By 6 staff meetings to plan and execute goals of the Success By 6 program, including SRAP planning, grant oversight, volunteer engagement, and other duties.  
· Communicate regularly with non-profit agencies providing family support services, funders of family support projects, and internal and external customers.
· Prepare reports on Family Support activities for internal and external customers.
· Maintain and use up-to-date and relevant knowledge of industry-wide best practices for family support services. 
· Organize recruitment, training, and communication for the UWATX VISTA and Americorp program.

· Provide supervision to Success By 6 interns or volunteers as needed. 
NOTICE

This job description in no way states or implies that these are the only duties to be performed by the employee occupying this position.  Employees will be required to follow any other job-related instructions and to perform any other job-related duties requested by their supervisor.

All requirements are subject to possible modification to reasonably accommodate individuals with disabilities.  Some requirements may exclude individuals who pose a direct threat or significant risk to the health and safety of themselves or other employees.

This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.
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