Community Action Partnership of Mid-Nebraska 

Job Description for: Child Abuse Resource and Education (C.A.R.E.) Program Coordinator

The C.A.R.E. Coordinator is located in Kearney, Nebraska and under the supervision of the Community Services Director, who also takes into consideration input from the Policy Advisory Committee (P.A.C.). 

Areas of Responsibility: 

1. Overall administrative direction of C.AR.E. and related programs

2. The recruitment, training and supervision of volunteers. 

3. The development of the C.A.R.E. and/or related programs (i.e. Parenting Today Classes, Active Parenting of Teens Classes, I'm In Charge Program, Happy Bear, Calendar Project, Kidz Explore and UNK 290 Program). 

4. Preparation and submission of all reports relative to the programs under their direction. Assists with grant applications including the generation of local funding and letters of support (i.e. United Way, Buffalo County Community Health Partners, etc.). 

5. Organization and development of C.A.R.E. Policy Advisory Committee. 

6. Maintain a high-level of communications and coordination with the agency staff, be a team player with other community organizations and attend meetings as appropriate (i.e. Family Resources Council, United Way, South Central Early Childhood Coalition, Buffalo County Health Partners Child Abuse/Domestic Violence Workgroup and Family Advocate Network, etc.). 

7. Execution of all instructions and requirements issued by the Community Services Director and/or designated person. 

Major Duties: 

1. Where appropriate, recruit and supervise volunteers. 

2. Develop and conduct training for C.A.R.E. volunteers. 

3. Prepare and submit all required C.A.R.E. and/or related program reports 

(i.e. monthly, ROMA and budget, etc.). 

4. Prepare and submit grant applications for review and approval. 

5. Prepare and attend C.A.R.E. Policy Advisory Committee meetings, present agency policies and procedures and report P.A.C. suggestions to the Community Services Director. 

6. Performance of other duties as assigned by the Community Services Director and/ or designated person. 

Employment Qualifications: 

I. Two years of experience as a supervisor for paid and/or volunteer staff with post-high school education in a related field preferred. 

2. Excellent oral and written communication skills, with the ability to speak before large groups. 

3. Ability to collect and organize research data. 

4. Must be willing to travel extensively, both within the agency's territory and the state. 

5. Must have a reliable vehicle and valid driver's license.

6. Must be capable of passing state background check.

7. Ability to keep all agency matters confidential. 

General Information: The standards contained in this job description are intended to describe the general nature and level of work performed by the employee and not to be construed as an exhaustive list of responsibilities, duties and skills required of personnel so classified. Individual may perform other duties as assigned. Furthermore, this document does not establish a contract for employment and is subject to change at the discretion of the employer. 
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