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PROGRAM/SERVICE COORDINATOR


(PRO BONO LEGAL COORDINATOR)





POSITION SUMMARY





The Program/Service Coordinator at Tri-CAP is a professional who actively supports the philosophy of the agency, maintains high level of commitment to clients and staff and fosters positive attitudes toward work.  This individual supervises all activities of his/her unit.  He/she establishes and maintains open communications, support and accountability among co-workers.  Also, he/she is responsible for completing the necessary paperwork and ensuring that the requirements of the program are met.





The Program/Service Coordinator is directly accountable to the Service Director who is responsible for supervision.





Qualifications





PROFESSIONAL/ACADEMIC EXPERIENCE





-	Bachelors degree


-	1 year supervisory/administrative experience preferable





SKILLS





-	Understanding of low income population


-	Knowledge of relevant human services programs


-	Ability to supervise staff and volunteers


-	Good verbal and written communication skills


-	Ability to prepare statistical reports on various aspects of


	program related activity


-	Ability to collect and distribute information to staff members





PERSONAL





-	Well organized and meticulous in work habits


-	Works well independently and as a team member


-	Has access to legally registered vehicle for employment use and has


	valid drivers license


-	Flexible and empathetic with respect to clients’ needs





PHASE OF CAREER DEVELOPMENT





-	May be pursuing graduate degree


-	Wants to gain greater awareness of community and human service network


-	Wants to develop supervisory/administrative skills


-	May be preparing for promotion to mid- or senior management
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RESPONSIBILITIES





The following list of responsibilities is not meant to be all inclusive and may be adjusted to meet agency needs.





GENERAL





I.	Client Services





	-	Oversees client referrals and intakes (when applicable)


	-	Assists staff in their assessment and intervention with clients


	-	Ensures appropriate staff accessibility to clients takes place


	-	Coordinates daily program activities


	-	Maintains contact with funding sources around client-related issues


	-	Develops and maintains contact with community resources relevant


		to client needs


	-	Ensures and abides by agency confidentiality policies





II.	Supervision





	-	Contributes to the assessment of staff needs


	-	Conducts individual and group supervision under the supervision


		of the Service Director





III.	Administrative





	-	Prepares work schedules and service summary reports


	-	Monitors client records for completeness and accuracy


	-	Participates in the hiring and ongoing evaluation of staff


	-	Ensures a smooth flow of paperwork systems (i.e. purchase


		requisitions, timesheets, mileage logs, etc.)


	-	Helps to ensure the program/office environment is adequately


		staffed, organized and is conducive to a positive working atmosphere








PROGRAM SPECIFIC: PRO BONO LEGAL COORDINATOR





1.	Recruit tri-city lawyers to participate in the Volunteer Lawyers Project





	a.	Maintain close working relationships with leaders of local lawyers’


		groups.





	b.	Make personal contacts, networks and references to make contact with


		as many tri-city lawyers as possible.





	c.	Persuade lawyers to participate in the panel of the Volunteer Lawyers Project.
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	d.	Develop and maintain contact with statewide and regional associations of


		pro bono workers.





	e.	Maintain records of attorney contact.





2.	Maintain contact with local attorneys who have joined the pro bono panel and provide


	incentives for attorneys to stay involved.





	a.	Organize an event for attorney’s benefit -- local training or judicial panel.





	b.	Publicly recognize project and attorney involvement through press


		releases and “lawyer of the month” stories.  Highlight local bar’s involvement.





	c.	Stay in contact with local bar, attend one monthly meeting.





3.	Do intake and make referrals for tri-city residents seeking legal representation from


	the Volunteer Lawyers Project.





	a.	Be available during regular office hours for low income tri-city residents


		seeking legal help.





	b.	Determine which clients require legal representation, which can be assisted


		by an advocate, and which should be referred to other resources.





	c.	Provide legal advocacy, information, advice and representation to clients


		when appropriate.





	d.	Participate in regular case review meetings with the Volunteer Lawyers


		Project to verify the disposition of each case.





	e.	Maintain records of clients, and work done on each case.





	f.	Refer accepted cases to attorneys.





4.	Structure and develop program management





	a.	Maintain advisory committee.  Arrange 2 meetings per year to review


		pro bono project.





	b.	Develop monthly plans stating goals for the month and plans to reach


		those goals.





	c.	Maintain and develop monthly reporting system.


