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ASSISTANT COMMUNITY ACTION COORDINATOR
	Department:  Community Services
	FLSA:  Non-Exempt

	Job Class #:  
304800
	Represented: No

	Pay Range:   0K03
	

	
	


Classification descriptions are intended to present a descriptive list of the range of duties performed by employees in this class and are not intended to reflect all duties performed within the job.
 

GENERAL FUNCTION:  

This is responsible program coordination work assisting with the oversight of services provided by a specific program area of the Community Action Division of the Community Services Department. Responsibilities include assisting a Community Action Coordinator with program planning, development and implementation; grant writing and community presentations; and performing lead duties.  
SERIES CONCEPT:  Positions in this classification perform lead functions and assist with program development, implementation and monitoring when compared to the Community Action Coordinator  classifications.
ESSENTIAL FUNCTIONS:
· Participates in program design, program expansion and project monitoring.

· Develop, organize and conduct research on various programs and issues.
· Assign work to a specific work unit and ensure tasks are completed correctly and timely.

· May approve leave requests and work schedules.

· Provide input on performance evaluations.
· Facilitate staff development activities.
· Under the direction of the Community Action Coordinator provide direction to staff, answer questions, resolve problems and address concerns.
· Write grants.

· Develop and make presentations to funders.

· Represent division programs at community meetings, forums and events. 

· Provide program information/clarification to staff, funders and community partners.

· Participate in a variety of meetings as required for the purpose of conveying and gathering information.
· Effectively persuade, inform, educate, train, solicit information, motivate and direct a wide variety of individuals or groups.
· Provide direct services to the population served by the division.

· Keeps accurate records and prepares program and statistical reports.
· Establish and maintain effective working relationships with County officials, employees and the general public.
· Maintain regular, predictable and punctual attendance during regularly scheduled work hours at assigned worksite.

· Meet travel requirements of the position.  
· Perform the physical requirements of the position; work within the established working conditions of the position.

· Work a flexible schedule, which may include evenings, weekends, holidays and overtime.
OTHER JOB FUNCTIONS:

· Perform other job functions as assigned.

SUPERVISION RECEIVED AND EXERCISED:  Work is performed under the direction of an assigned administrative supervisor, however the employee is expected to exercise independent judgment and make decisions within accepted protocol. Work is evaluated through reports, conferences, and direct observation of service effectiveness and overall results achieved. Position performs lead duties,
WORK ENVIRONMENT:  The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of the position.  
The Assistant Community Action Coordinator works in an office environment on a daily basis.  Travel to various work sites and/or meeting locations may be required.  Work is generally completed on a regularly scheduled basis, however, attendance at meetings or completion of work outside of normal scheduled hours may be required.  Extended periods of concentration and sedentary work at a work station is required.  Work is subject to frequent interruptions and normal office noise
PHYSICAL REQUIREMENTS:  The physical demands described herein are representative of those that must be met by an employee to successfully perform the essential functions.  Physical activities required are finger dexterity necessary to operate equipment used in the position, talking, seeing, and hearing.  There is some walking, sitting, bending/stooping, pushing/pulling and minimal lifting associated with the classification as it is currently performed.  Ability to travel to attend meetings away from the regular work site is required.

KNOWLEDGE, SKILLS, AND ABILITIES
Knowledge of:
· The needs of low-income persons and the resources to fulfill those needs.

· Community-based organizations and the social services agencies.

· The availability of funding sources.

· Specific program guidelines, rules and regulations depending on specialization 
· Effective counseling, problem-solving, communication and listening techniques.

Skill in: 

· Use of independent judgment and effective decision-making in the application of a wide variety of laws, policies and procedures and in effective problem-solving.

Ability to:  
· Train and assist staff in the delivery of services.
· Make presentations and provide facilitations.

· Handle stressful situations and relate to clientele.
· Maintain confidentiality and use good judgement in sharing information.

· Keep accurate records and meet deadlines in submitting statistical reports.
· Understand and follow written and verbal instructions.
· Work effectively and productively with others.
· Communicate effectively verbally and in writing to audiences of various social, cultural, ethnic, educational and economic backgrounds.
· Effectively coordinate, perform and complete multiple duties and assignments concurrently and in a timely manner.
· Meet the travel requirements of the position, if any.
· Physically perform the essential job functions of the classification.
MINIMUM REQUIREMENTS TO APPLY:   
Graduation from a four year college or university with major course work in social sciences, public or business administration, or related field and one year experience in social service client services. Additional education or experience may substitute for the recruitment requirements. Prior supervisory or lead experience helpful.
SPECIAL REQUIREMENTS AND/OR QUALIFICATIONS:  Successful completion of a Pierce County  background investigation is required prior to employment.   A valid Washington State driver’s license may be required when travel is required of the position.
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