
SSJ Northside
Position Title: Program Coordinator
Part time/Non-exempt 
	Department:
  SSJ Ministry                                     Reports to: Sr. Marilyn Pray
Original Date:   8-30-18                                             Revised Date: 

 




                          Incumbent: Sr. Margaret Brennan                                                                     


Job Purpose

St. Joseph’s Northside is a ministry in a struggling city neighborhood.  The Program Coordinator is responsible for overseeing this ministry by providing a safe, accepting and welcoming environment for all visitors and guests in an effort to try to lessen isolation often found in the streets.  The Program Coordinator will assist individuals by connecting them with appropriate agencies, arranging transportation, and providing advocacy and one on one support.
Job Functions

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  Every effort has been made to identify the essential functions of this position.  However, it in no way states or implies that these are the only duties you will be required to perform.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related or is an essential function of the position. 

Specific Duties
1. Responsibility to Visitors and Guests:

· Plan for and implement programs such as visits to parks, beaches, and day of prayer experiences.
· Home visits with people in times of need such as the death of a loved one.

· Provide a place to honor those who have died.

· Accepting people who may be ignored by our society: women in prostitution, people who are drug/alcohol addicted, recently incarcerated, mentally ill,

· Supporting those coming out of incarceration or drug rehab programs, 

· Providing a place of rest and safety from the street,

2. Responsibility to Volunteers:

· Inviting, providing for and scheduling volunteers.
3. Responsibility to House:
· Caring and upkeep for the house such as cleaning, minor repairs, supply stock. 

· Shopping for food and supplies for programs.  
4. Ministry Program:
· Writing thank you notes to donors.   

· Keeping track of finances and budget.  

· Preparing and writing grants.

· Oversee Fund raising opportunities.  

· Giving talks about this ministry.
5. Communication:

· Maintain regular contact and communication with the SSJ Leadership Team liaison, and the pastor and staff of Holy Apostles Church.

· Communication with donors.

Qualifications


Education:
· Completed Bachelor’s degree in Health and Human Services field, BSW, or MSW preferred.

Work experience:

· Preferably at least 3 years working in a community / case management setting.

Specific requirements:
· Good written and verbal communication skills with ability to read and comprehend instructions, short correspondence and memos.   
· Ability to write simple correspondence.

· Ability to work independently and cooperatively.
· Ability to demonstrate initiative

· Strong skills in problem solving, time management, crisis management and conflict resolution.

· Competent in basic office skills (computer, email, cell phone).

· Ability to work with various groups especially religious community members.

· Compassion and sensitivity to social issues. 
· Exhibit excellent listening skills with willingness to enter into a caring dialogue.

· Maintain a strong work ethic. 

Values

The SSJ Northside Program Coordinator is required to uphold the values of the Sisters of St. Joseph of Rochester by treating everyone with respect, acting with compassion and sensitivity, and displaying a strong personal integrity and commitment to ethical principles.

Acknowledgment
I have read this position description and fully understand the requirements set forth therein.  I hereby accept the position of _________________ and agree to perform the identified essential functions in a safe manner and in accordance with the facility’s established procedures.  I understand that as a result of my employment, I may be exposed to blood, body fluids, infectious diseases, air contaminants, and hazardous chemicals and that the facility will provide to me instructions on how to prevent and control such exposures.  

I understand that my employment is at-will and thereby my employment can be terminated at-will either by the facility or myself and that such termination can be made with or without notice.  However, in the event that I chose to resign my position, I will give notice a minimum four-week notice.

________________




_________________________________________

Date






Employee Signature 
_______________




_________________________________________

Date
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