COMMUNITIES IN SCHOOLS OF GREATER WICHITA FALLS AREA
JOB TITLE:  Program Coordinator, Data Specialist, Trainer
General Duties:

Responsible for the operation and management of CISGWFA programs.   Serve as a liaison for CISGWFA and the State Offices of CIS/TEA and work closely with district staff, school staff, community agencies, parents/families and students to assure coordination of the community’s services for the benefit of the students and their families.  Be responsible for achieving contractual goals for the CIS program.  Coordinate programs to be implemented on each campus served.  Work closely with the Executive Director and the program staff to meet deadlines imposed at all levels.  Work closely with Executive Director to seek and continue grant funding.  .  Provide Training and staff development appropriate to meet the needs of program staff and volunteers.  
JOB RELATIONSHIPS:

Reports to:

Executive Director
Supervised by:

Executive Director
Interrelationships:
Works with CIS staff, district staff, school staff, community agencies, volunteers, interns, students and families

EMPLOYMENT STANDARDS:

Level of Education:
Degree in Social Work, Psychology, Sociology, Education, related field or equivalent experience. 

Level of Experience:
At least three years experience in social service field preferred and two years with CIS.
QUALIFICATIONS:

Strong interpersonal and communications skills; organizational skills; knowledge of Wichita Falls area  youth resources; desire to work with at-risk youth; sensitivity to and awareness of unique needs of minority cultures and diverse ethnic groups; fluency in Spanish is desired; ability to work independently and as a member of a fast paced team, ability to meet numerous deadlines, maintain confidentiality as this position handles highly sensitive student data; ability to traverse stairs at schools without elevators; must have valid Texas driver’s license and proof of liability insurance.

Specific Duties:
-           provide positive on-site management and leadership for CIS programs
-
 provide training and development opportunities for CISGWFA staff, volunteers, and community members.  
-            develop annual training calendar and report required trainings to TEA/CIS State Office

-
provide overall scheduling and coordination of partner agency personnel, volunteers,   

health and human service agency volunteers, interns, guest presenters and program events

-
screen and select curriculum for CIS classroom presentations or support groups

-
plan and conduct community presentations on CISGWFA programs
-
maintain inventory of CISGWFA supplies
-
Assist in with recruitment of qualified staff/volunteers for afterschool programs, assist in

             evaluating, staff/volunteer  performance and make recommendations for hiring, discipline, 

             and termination. 
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-
interpret guidelines and procedures to parents and faculty as required, and encourage family involvement in program activities
-
pick up and deliver Food Bank items (lifting requirements up to 30 pounds)

-
keep principals, and Executive Director informed regarding students served, CISGWFA    

             activities, and events

-
promote cooperation between faculty, school administration and CIS team

-
compile and provide data for CISGWFA report compilation

-
provide on site & desk monitoring of all CISGWFA programs
-            Work closely with the Executive Director to manage CISGWFA income, purchasing and expenditures
-            Update and maintain office database systems

-            Meet quality control standards
-            maintain CIS WFISD website and monitor campus CIS WFISD websites
-
participate in the evaluation of the CIS operations at the school site
-            report to CIS Executive Director:  monthly reports, problems, financial matters, etc.

-
attend staff meetings 
-
attend school faculty meetings as needed
-
assist in developing formal/informal linkages with agencies and organizations who may be able to provide resources to the program and solicit incentive awards
-
adhere to all agency policies and procedures
-
subscribe to and abide by the standards of ethical conduct established in the CIS
Code of Ethics

-
perform other duties that may be necessary to the successful operation of CIS
-
attend Program Coordinator/Data Specialist/Master Trainer training and meetings as 
             scheduled by CIS 

-
coordinate and oversee implementation of Service Delivery Plan

-
conduct ongoing self-evaluation and internal monitoring

-
coordinate with the school administration and community resources as needed

-
assist with the development and implementation of the Strategic Plan, Annual Operation Plan, Mid-year Self-evaluation, Annual Closeout Report and other reports as needed

I have reviewed this job description and understand the performance expected.  I accept that periodically it may be necessary for me to perform other duties as assigned by my supervisor.  I have received a copy of this job description.

____________________________________________
________________________________
Employee Signature


Date

Employee Name

