Family Activity Coordinator Position (’ Sa ranam

Please email Cover Letter and Resume to Sharon Tenorio: Stenorio@saranamabg.org

Job Type: Part-time, hourly
Salary Range: $20 to $21
Hours: Various

Work Location: In person.

Objective:

Works under the general supervision of the Program Director. Facilitates the programming needs
of the child and family component of the two generation programs; collaborates with staff,
volunteers, and outside agencies and organizations as necessary to provide services to meet
client’s needs; keeps appropriate documentation of activities while maintaining legal and ethical
requirements regarding resident confidentiality; assists in keeping the issues of homelessness
before the community. Must be able to work with diverse belief systems.

Essential Functions:

¢ Provide overall administration and coordination of the child and family component of the
two-generation program which includes coordinating and facilitating activities,
scheduling presenters, managing volunteer engagement, and fostering family and
community growth. Flexible schedule, although two evenings per week are required
(currently Monday and Wednesday).

e Design and facilitate age-appropriate activities for parents and children that promote
relationship building, improve parenting and social skills, and that are fun. Maintain
documentation of activities while upholding legal and ethical requirements regarding
resident confidentiality.

e Cultivate volunteer engagement by building a team of volunteers that works
collaboratively to foster each family’s self-esteem, skills, and resilience through positive
and supportive interactions. Provide continuous supervision, mentoring and training of
volunteers to create an experience that helps them meet their philanthropic goals and
ambitions through relationships with the organization and families.

e Promote a safe and secure environment where families and volunteers feel welcomed,
nurtured, and safe.

e Maintain the Activity Center by managing the restocking of household goods and
supplies, and oversee general organization and tidiness

e Maintain databases and manage program’s administrative duties to include volunteer,
family, and library records, lesson plans, activity reports and expenditures.

e Work independently, with volunteers and with other staff in a team atmosphere.
Participate in staff, program, community, and Board meetings as needed.

e Other Duties as Assigned


mailto:Stenorio@saranamabq.org

Core Competencies:

Decision Making & Problem Solving: Uses sound logic to approach difficult problems and
apply effective solutions; can distinguish between symptoms, causes and implied solutions;
decides in a timely manner based upon a mixture of analysis, wisdom, experience, and judgment.
Hospitality/Accessibility: Generates a sense of hospitality and or accessibility by their very
presence; communicates a sense of availability, warmth, openness, and approachability; fosters
natural connections between families and volunteers.

Initiative: Enjoys working hard and independently; is action oriented and full of energy for
worthwhile activities; not fearful of taking calculated risks; seizes opportunities; sets demanding
but achievable objectives for self and others.

Integrity & Trust: Is widely trusted; is seen as direct and honest; keeps confidence; admits
mistakes; doesn’t misrepresent themself for personal gain; responds to situations with constancy
and reliability.

Interpersonal Skills: Establishes good working relationships with all others who are relevant to
the completion of work; works well with people at all levels of the organization; builds
appropriate rapport; considers the impact of their actions on others; uses diplomacy and tact; is
approachable.

People/Volunteer Management: Provides direction, gains commitment, facilitates change and
achieves results through the efficient, creative, and responsible deployment of people; knows
how to attract, motivate, and deploy volunteers in support of the organization’s mission and
goals.

Personal Resilience: Can effectively cope with change and uncertainty; can shift gears
comfortably; can decide and act without having the total picture; isn’t upset when things are up
in the air; can comfortably handle risk and uncertainty; is flexible.

Self-Differentiation: Demonstrates strong and appropriate personal boundaries in relationships;
has a healthy appreciation of self, without being egotistical; is emotionally mature; can maintain
a non-anxious presence during turmoil; not overly dependent upon outside affirmation; works to
build a strong personal support system.

Verbal & Written Communication: Is able to speak articulately and clearly in a variety of
communication settings and styles; can get a spoken message across that has the desired effect;
adjusts and fine-tunes communication in response to both verbal and non-verbal cues. Can write
clearly and succinctly; can get messages across that have a desired effect; clearly articulates
message content and projects appropriate tone.

The responsibility of all Saranam employees includes the following:

Always represent and promote Saranam in a positive and professional manner.

Maintain good attendance and punctuality in keeping with Saranam Policies.

Attend all staff and organizational meetings as required.

Observe and practice safe work habits and practices in compliance with regulations,

statutes and organizational policies.

e Maintain family and organizational confidentiality in compliance with organizational
policies and procedures.

e Read, understand, and comply with all guidelines of the Saranam Employee Handbook.

e Contribute to team effort by accomplishing related results as needed.



Requirements:

Credentials/Qualifications:

Two or more years of directly applicable work or volunteer experience. Strong background and
experience working with families who have experienced trauma and homelessness. Bi-lingual
(English Spanish) preferred but not required. Bachelor’s degree preferred.

Required Experience and Skills:
e Ability to lead by example, motivate others, and demonstrate relationship building and
trust.
e Ability to work with a variety of people in diverse circumstances.
e Ability to handle conflict and crisis.
e Self-motivated, energetic, highly organized.
¢ Outstanding communication, interpersonal and leadership skills.
e Experience in working with or providing services to children and families.
¢ Ability to maintain professional boundaries.
e Able to work flexible schedule which includes evening/weekend hours.

e Ability to lift 20 Ibs.

Environmental/Physical Conditions:

The Family Activity Coordinator will be required to work an alternative schedule to include 2-3
evenings per week as well as an occasional weekend, approximately 15-20 hours per week -
Normal Office environment: some local travel may be required.

Other
e Valid driver’s license and proof of insurance
e Willing and able to use personal vehicles for local travel on agency business.
e Willing and able to occasionally work irregular hours and have a flexible work schedule.

Benefits:

Benefits apply to full-time candidates and include generous paid time off, a monthly health stipend, and a
retirement savings plan. Non-exempt hourly employees are paid twice a month for hours worked.
Sick leave is provided and accrued based on hours worked.




