WEST ELMWOOD HOUSING DEVELOPMENT CORPORATION

LISC OUTREACH COORDINATOR

JOB DESCRIPTION

The LISC Outreach Coordinator will be responsible for assisting the Director of Community Relations in coordinating resident programs, community building, youth development, organization and implementation of programs.

Responsibilities.
· Recruit new residents (and establish contact with existing residents) for the resident engagement committee.  
· Provide supportive linkages between residents and referral agency staff when residents or agencies request assistance.

· Establish resident services and youth development program targets. Consistently track and measure program target progress. 
· Regularly report program outcomes to both internal and external stakeholders. 

· Identify grant opportunities for residents/ youth complete applications
· Help to facilitate tenant/resident meetings and community-organizing and social activities if desired by residents.

· Develop supportive professional relationships with residents that help them enhance the quality of their lives, empower them and encourage them in taking the steps to achieve self-sufficiency.
· Help residents build informal support networks, set up volunteer support programs, create directory and/or resident handbook.
Suggested Skills/Background Needed.
· Enthusiasm in working with people

· Experience with community organizing and the social service system.  

· Knowledgeable about the daily realities facing low-income families  

· Some background and experience in affordable housing programs.
· Ability to multi-task and complete assignments that sometimes occur in a stressful environment.
· Strong verbal, written and interpersonal communication skills.
· Computer and technology proficient. 

· Program evaluation experience helpful.
Minimum Requirements:
The successful candidate for the Outreach Coordinator position will possess:

· A minimum of 1 year of experience working with people of low income; or a minimum of 3 years of documented, successful experience in community development or community-organizing activities    

· A working knowledge of the local social service system or the proven ability to quickly develop such knowledge. 

· The ability to identify, assess, select, develop and maintain community service referral partnerships that assist residents in achieving their life opportunities objectives

· Excellent interpersonal, verbal, and written communication skills.
· Demonstrated experience in successfully working with diverse populations

· The ability to establish, maintain, track, measure and report to stakeholders the program’s objectives and their efficacy in assisting residents to achieve their life opportunities objective.
· Typing, data entry and computer skills required.  Working knowledge of MS Office (Word, Excel, Access and PowerPoint) with skills at intermediate to advanced level desirable.  Typing 30 + WPM
Working Conditions:
· Standing and Walking 60%

· Lifting of boxes and supplies required

· Some weekends and evenings required.

To apply for this position, please send cover letter and resume to mtsiane@westelmwood.org by August 20, 2010
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