JOB DESCRIPTION: 

Non-Profit Program Coordinator
POSITION TITLE: 


Esther’s Closet Coordinator
REPORTS TO: 


President/CEO
GENERAL DESCRIPTION OF POSITION:

Esther’s Closet is a workforce development and self-sufficiency program to assist unemployed women.  It provides professional training and professional workwear for clients at no cost. The Esther’s Closet Coordinator shall be responsible for the management, support, and growth of the Esther’s Closet program and its clients.
HOURS OF OPERATION: 
Monday – Friday, 9 a.m. – 5 p.m.

SCHEDULE: 


Part-time, Flexible hours

SALARY: 



$15,000 annually

RESPONSIBILITIES AND DUTIES:
1. Responsible for maintaining confidential client records, files and mailing lists.

2. Prepares monthly and quarterly client counseling reports.
3. Receives and screens incoming calls; answers general questions pertaining to services and programs offered through Esther’s Closet.
4. Schedules clients for trainings and boutique services, coordinates instructors for classes, and schedules work-related meetings and appointments.

5. Creates brochures, flyers and other graphic arts using standard software applications.

6. Writes press releases and distributes information to the media as requested or scheduled.

7. Schedules Esther’s Closet advisory committee meetings, prepares reports, and takes minutes.

8. Plans and implements publication of training schedule for clients, general public, partner organizations and website.

9. Composes and prepares correspondence, minutes, agendas, and written reports.
10. Performs data entry and database management duties.

11. Receives and routes phone calls, visitors, and mail for staff.

12. Distributes/disseminates Esther’s Closet information and materials.

13. Deals with confidential information. Gathers constituent information from letters,

checks, databases, rosters, etc., and prepares and distributes requested reports.

14. Creates brochures, flyers, posters, and other graphic artwork using standard software applications.

15. Organizes and maintains office filing system(s).

16. Cultivating relationships with partner organizations and sponsors
17. Fundraising and soliciting donations

18. Clerical work, record keeping, client appointment management

19. Management of new and previous clients

20. Boutique Operations/Upkeep: Accept clothing donations monthly, sort and organize. 

21. This position may require occasional evening or weekend work.

22. Clerical work, record keeping, client appointment management.
23. Assists with special projects, work sessions or other tasks as assigned.

KNOWLEDGE OF:

1. Modern office practices, procedures, and equipment.
2. Microsoft applications including, Word processing, Excel spreadsheet, and Publisher

3. Social media and website updating
4. Record-keeping techniques.
5. Correct English usage, grammar, spelling, punctuation, and vocabulary.
6. Interpersonal skills using tact, patience, and courtesy.
7. Telephone techniques and courtesy.
8. Community engagement.

9. Grant writing experience a plus.

ABILITY TO:

1. Perform a variety of general clerical and typing duties of average difficulty without close supervision.
2. Work well in a team environment, as well as complete individual projects and assignments.
3. Operate a computer, multi-line phone system, and general office equipment.
3. Maintain records and prepare reports.
4. Understand and follow oral and written directions.
5. Type at 40-50 words per minute from clear copy.
6. Establish and maintain cooperative and effective working relationships with others.
7. Meet schedules and deadlines.
8. Communicate effectively both orally and in writing.
9. Public speaking and media appearances.
EDUCATION AND EXPERIENCE:

1. High school diploma or equivalent, required

2.  Secondary or post-high school education, required

3.  One year of closely related work experience, required
PHYSICAL EFFORT:

Normal office environment. 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. The employee must occasionally lift, and/or move up to 40 pounds.

Specific vision abilities required by this job include close vision and ability to adjust focus. May require travel to local businesses.

PLEASE SEND RESUMES AND COVER LETTERS TO: INFO@CENTEXCHAMBER.COM
Position open until filled.

