New River Community Action

SHARE Host Manager I   job description


NEW RIVER COMMUNITY ACTION, INC.

SHARE Virginia

Host Manager I

Job Description

General Description

This position is directly responsible to the assigned Host Manager II. The SHARE Host Manager works in the community to recruit, train, and support host organizations in an assigned territory.

Specific Duties

1. Identify and develop new host locations.  Recruit, train, and provide ongoing management support to hosts recruited from churches, colleges, community and civic groups, service   organizations, and government agencies.

2. Provide assistance to hosts to support the operation of the community service component of the Share program.

3. Perform duties as listed in annual work plan.

4. Schedule adequate volunteer warehouse support during bagging week and d-day.

5. Plan and implement host and volunteer recognition activities.

6. Maintain host organization filing and reporting system.

7. Assist in development and distribution of public relations materials.

8. Conduct meetings of host coordinators and community representatives.

9. Participate in warehouse activities.

10. Professionally represents NRCA in the community. 

11. Personally reports to Department of Social Services all suspected child, aged or incapacitated adult abuse and neglect as required by law and document accordingly.  Informs supervisor of all reports to Department of Social Services. 

12. Performs all other duties that advance the philosophy and goals of the program and NRCA as deemed necessary by the supervisor.

Special Requirements:

Excellent communication and organizational skills.  Proven experience in community organizing.  Contagious enthusiasm; ability and desire to work well with a wide range of people. 

Must maintain regular attendance and perform job duties and responsibilities in a satisfactory manner.

Prior to employment, the applicant must sign authorizations for NRCA to perform DMV and Criminal Record Checks to demonstrate that a satisfactory driving record and no pending or found charges or convictions related to abuse, neglect, and/or exploitation of children or adults (or other felony or misdemeanor charges which would conflict with the mission and philosophy of the agency).

Must possess valid driver's license and safe driving record.  Must be able to drive up to 4 hours per day, but may be required to drive more than 4 hours in a given day. Some night/overnight driving may be required.

If agency vehicle is unavailable, must have vehicle with valid inspection and insurance meeting minimum state requirements available for transporting individuals and families within the New River Valley, and in pre-approved cases outside the New River Valley.  Mileage reimbursed by NRCA.  

Qualifications

Associate degree in social services or related field preferred. Three years related work experience accepted in lieu of degree.

Pay Scale:

This position is classified II-B on NRCA pay scale table currently in force.  

Hourly, wage position, may be part-time or full-time.
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