Community Action, Inc. of Rock & Walworth Counties

Job Description

Job Title: 
Assistant to the Executive Director, Special Projects


Department: 

Administration 



EEO Category:  Administrative
Reports To: 

Executive Director



Salary Level:
  9 c
FLSA Status: 
Exempt




Approved Date:  4/15/08

SUMMARY: Responsible to the Executive Director for the leadership, organization and/or implementation of projects identified as critical and essential to the strategic direction of Community Action. Position requires strong communication skills, ability to build collaboration and work with diverse groups of stakeholders. Work may include project development, coordination and management, grant writing and management, research and data gathering. The employee must exercise independent judgment and initiative.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following initial and representative priorities:

Coordination and support of Community Action’s staff inclusion and client access priorities

· Work in collaboration with the Director of First Choice to assess current service barriers for eligible African American patients; develop specific goals and recommendations related to barrier reductions and support the implementation of selected recommendations.

· Work in collaboration with the Director of Child Development and the Community Kids Managers to conduct an environmental assessment regarding access by targeting minorities; work with Community Kids management staff to organize and host appropriate training for teaching staff in order to enhance competencies throughout the department.

· Primary coordination role for Staff of Color Roundtables.

· Work with Executive Director to recruit and support minority representatives for Community Action Board of Directors and committees.

· Work in collaboration with the Deputy Director and Human Resources to assess current minority recruitment efforts; develop recommendations related to recruitment and retention of minority staff.

Coordination and support of key self-sufficiency initiatives

· Work with Executive Director to develop a strong collaborate, working relationship with faith-based leaders in the Stateline area—in support of Community Action’s work and housing initiatives;

· Work in collaboration with the Director of Housing and Energy to recruit qualified homeowners, with specific outreach to minority communities, for the Merrill Home Ownership Project.

· Provide Employment Workshops to Community Action programs—HUB, Twin Oaks, etc.

· Develop baseline employment training for all direct service staff.

· Work with Executive Director to cultivate working relationships with area employers.

· Coordinate efforts related to the ad hoc “Self-Sufficiency” think tank.

Other

· Provide technical assistance and support to CAI staff, as requested

· Demonstrate an understanding and commitment to Community Action principles and anti-poverty work

· Demonstrate excellent written and verbal communication skills

· Ability to work independently, to establish appropriate priorities and to meet deadlines

· Ability to be flexible and to work as part of a team

· Ability to analyze data, design and evaluate program recommendations

· Other related work as assigned within the scope of responsibility and skill required for this job

The above statements reflect the general details necessary to describe the major functions of this position and are not intended to be a detailed description of all the work/functions that may be required.

QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION AND EXPERIENCE:   Completion of a college degree preferably in the social sciences field or any equivalent combination of experience and training which provides the required knowledge, skills and abilities. Working experience with or knowledge of the following: knowledge and experience related to diversity and cultural competence,  decision making processes in public and private organizations dealing with poverty, funding resources available for programs to aid low-income individuals and social planning experience including the development and writing of grant proposals.  Computer experience including research, database and word processing is required.

LANGUAGE SKILLS:  Ability to read, analyze and interpret data and research information and to write grant applications and correspondences.  

MATHEMATICAL SKILLS:  Knowledge of basic math facts: adding, subtracting, multiplying, dividing, fractions and percentages.  Ability to translate numbers into required reports.

REASONING ABILITY:  Ability to interpret a variety of instructions in written, oral or diagram form; Ability to solve problems requiring decision-making skills where limited standardization exists; Ability to think creatively.

CERTIFICATES, LICENSES, REGISTRATIONS: Access to reliable, licensed, insured driver and transportation.

OTHER SKILLS AND ABILITIES:  Need to be able to gather and interpret data, write research reports, work effectively with low-income and professional groups and to express ideas clearly and objectively in oral and written form.  Display tact, initiative and good judgment.  Strong organizational skills are also desired.
PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle and touch; and talk and hear. The employee is often required to stand, walk, reach above shoulders and occasionally climb.

The employee must occasionally lift and /or move up to 20 pounds. Specific vision requirements of the job include close and distance vision. 

WORK ENVIRONMENT:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Noise level in the work environment is usually moderate.

The job description does not constitute an employment contract between Community Action and the employee and is subject to change by Community Action as the needs of the department and the requirements of the job change.
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