Job Title:       Community Service Coordinator

Reports To:   Director

A. Position Concept:

       Supervise and educate community serve clients in conducting community service          

       work at non-profit/ government sites while teaching transferable jobs skills.

B. Essential Functions/Responsibilities:

· Serve as a role model, demonstrating appropriate positive work behavior and skills 

· Develop and plans community service projects approximate two weeks in advance.  Distribute plans to other AIC staff every other week for the purpose of planning

· Coordinate  and schedule clients assignment for community service projects

· Access transportation, insurance and equipment needs and coordinate work site

Schedules for Community Service

· Provide programmatic and statistical reports as required

· Coordinate transportation, meals, and emergency situation response at community service sites.

· Maintain both AIC vehicles, insuring weekly, monthly, and annual safety checks, ensure maintenance is completed 

· Purchase AIC client food and supplies

C. Principal Accountabilities:
· Document community service hours in client files

· Write accurate and objective court reports, have them prepared for the court liaison three(3) days in advance

· Document behavior of community service clients (positive or negative) and record in community service files as appropriate.

D. Qualifications:
 High School Diploma or Equilvent 

 Must be able to mentor, motivate be personable holding clients accountable and 

 maintaining an atmosphere of mutual respect.

Special Notation:

· Full time position must be flexible to accommodate activities.

· Assume responsibility for all other duties /activities assigned by director that will support the agency.

