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JOB DESCRIPTION


Position:		Program Director


Program:		Women Ventures Project


Hours:			37.5 hours/week; some weekends and evenings


Reports to:		Executive Director





The Women Ventures Project provides employment readiness, career planning, referral and retention services in occupations, which are nontraditional for women.





Basic Responsibilities:


-	Plan, direct, coordinate and oversee nontraditional employment services to low-income women, in particular women transitioning from welfare to work.


-	Recruit and supervise staff and volunteers.


-	Formulate and manage program budget; develop new sources of funding.


-	Collect, maintain and provide documentation and necessary reporting.


-	Oversee and perform outreach, public relations, advocacy and education/training.


-	Interface and work cooperatively with county social service programs, employment and training providers, employers, labor unions, service providers, community members and agency staff.





Specific Duties and Responsibilities:





l.  Program Services


A.	Implement program services - including on and off site services and budgets.


B. 	Coordinate program activities following contractual requirements and to ensure compliance.


C.  	Maintain program activity statistics and prepare reports.


D.  	Arrange for training of staff and volunteers.


E. 	Monitor the needs of program participants and potential employers; re-evaluate and determine service needs.





2.  Fiscal Operations


A.	Prepare budgets and maintain fiscal records.


B. 	Evaluate financial reports: recommend budget modifications as needed.


C.  	Prepare check requests; verify and sign staff time sheets; ensure timely submittal for processing.


D.	Identify and secure new sources of funding through such actions as grant writing & fundraising.


E.  	Establish and maintain credit accounts, as needed.





3.  Reporting


A. 	Ensure and provide accurate documentation of program activities.


B.  	Prepare monthly/quarterly/annual reports to funding sources and grant request information.


C.  	Prepare materials for annual report and audit.


D.  	Maintain records and files.





4.  Outreach, Public Relations, Advocacy, Education


A.  	Oversee and/or establish and maintain outreach contacts with related agencies, groups, businesses and individuals.


B.  	Produce and/or organize educational materials, PSA’s and press releases.


C.  	Represent the Program to agency staff and directors, outside agencies, the media, and general public: attend meetings and workshops.


D.  	Oversee and/or establish and maintain outreach to CalWORKs participants and CalWORKs program staff.





5.  General Program Administration


A.  	Oversee and ensure staffing of Program’s Advisory Board.


B.  	Oversee and/or maintain facility in a neat and orderly state.


C.  	Provide correspondence.


D.  	Monitor and/or manage utilities/telephone/office equipment/services and supplies.


E.  	Maintain and operate computer software/hardware.


F.  	Oversee and/or participate in general program duties.





Minimum Qualifications:


*   Knowledge of program administration and employment training programs with at least one year’s 


     experience preferred in the field of managing employment-related services to a low-income population,     


     including recruitment and training.  (Other related experience may be substituted).


*	Background/experience in nontraditional occupation or related fields, preferred.


*	Bilingual: English and Spanish language skills, preferred.


*	Knowledge and familiarity with the Santa Cruz County network of employment training, social service and related agencies as well as geography, preferred.


*	Understanding of: issues of poverty and cultural competency; issues affecting CalWORKs families, individuals with barriers to employment and the public assistance system in general.  Commitment to the goal of empowerment of low-income persons of all ages and backgrounds, in both rural and urban areas, to attain the skills, knowledge, and opportunities needed to become self-sufficient and to advocate on behalf of themselves and others. 


*	Organizational ability: experience in giving and following directions as well as keeping accurate records.


*	Ability to collect data and prepare reports, statistical and narrative.


*	Ability to plan programs, create budgets and supervise personnel.


*	Ability to recruit, train, and supervise volunteers of varied economic and cultural backgrounds.


*	Knowledge and demonstrated experience in grant proposal development and fund raising, preferred.


*	BA or BS degree in Sociology, Psychology, Community Studies or related field. 


*   	Ability to work independently as well as cooperatively.


*	Public speaking experience, preferred.


Familiarity with PC computer systems (word processing, database and spread sheets).


Safe driving record and current California drivers license, and ability to drive a personal car in the transaction of agency business
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