Girls Incorporated Coordinator

Position Summary: 

Plan and implement leadership, social, educational, and recreational programming for 9 – 14 year old girls that supports their positive development. Inspire girls to be Strong, Smart and Bold. 

General Responsibilities:
1. Recruit and retain program participants from the Kennedy Heights community and surrounding northside neighborhoods; solicit and incorporate feed-back from girls in program design.

2. Develop and implement programming plan that includes a variety of different opportunities for girls, including but not limited to academic support, health and fitness, community service, leadership development, and career development.
0. Implement two Girls Incorporated Identity programs annually. Implement two Making Proud Choices pregnancy prevention curriculums with girls annually. 

1. Coordinate program plan: arrange field trips, campus tours, service learning opportunities, and guest speakers.  Plan weekly/monthly activities and food menus.

2. Complete required administrative duties including daily attendance, food production records, quarterly reports, Girls Incorporated surveys, enrollment forms, and evaluation tools.

3. Assist in recruiting, training, supervising and appreciating volunteers and AmeriCorps members. 

4. [bookmark: _GoBack]Build partnerships with parents, schools, community organizations and other youth serving non-profits to enhance and improve the program.

5. Purchase and maintain program supplies and food.

6. Ensure the cleanliness and upkeep of the Kennedy Heights Community Center and van.

7. Attend all Kennedy Heights staff meetings; monthly Girls Incorporated city-wide team meetings; monthly MERIT team meetings and in-service training as required. Be a leader on the Kennedy Heights Positive Youth Development team. 

8. Transport youth to and from activities.

9. Be an active member of the Kennedy Heights staff team and participate in community events as needed.

10. Other duties as assigned by the Executive Director.
Hours: 
This position is 30 hours per week and includes benefits after 90 days.
This position includes 15 hours of direct service with girls each week.
During the school year the coordinator must be available three evenings per week and for two weekend events per month.
