WORCESTER COMMUNITY ACTION COUNCIL, INC.

484 MAIN STREET, 2ND FLOOR

WORCESTER, MA  01608

JOB DESCRIPTION

JOB TITLE:


Worcester Community Connections Coordinator

NATURE OF WORK:
Responsible for supervising staff, recruiting parents/residents, coordinating all aspects of the Community Connections efforts, including facilitating neighborhood meetings, public relations training, and reporting.

ACCOUNTABILITY:
WCAC Executive Director

DUTIES AND 

RESPONSIBILITIES:


1.    Coordinates the day to day activities and logistics of the coalition.

2. Informs providers, neighborhood residents/families of meetings, assignments and events on an on-going basis via mailings/telephone or fax.

3. Arranges training for volunteers, parents/residents in such areas as: communication, mediation, drug awareness, criminal violence prevention, and local resources.

4. Develops linkages among providers, and general membership, to include parents/residents.

5. Prepares reports, as required by funders and Steering Committee.

6. Attends meetings, workshops, and training sessions as necessary.

7. Performs administrative duties as required by Steering Committee which may include preparation of agendas, minutes of meetings, follow-up contacts.

8. Develops newsletter to be published quarterly.

9. Supervises two Family Outreach Advocates, coalition volunteers, and parent/provider co-chairs of WCCC Steering Committee.

10. Performs all other duties necessary to plan and implement a successful citywide coalition, inclusive of Worcester’s parents/residents and providers.

QUALIFICATIONS:

Minimum:
Ability to work with diverse populations. 

 Excellent written/oral communications skills.

Organizing/activism experience.

Familiar with Worcester’s neighborhoods.

Massachusetts Driver’s License

Preferred:
Bi-lingual Spanish



Demonstrated skills in group facilitation.



Resident of Worcester



Relevant Education and Experience

LABOR GRADE:

SALARY RANGE:

