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WICAP JOB DESCRIPTION

TITLE:
Family Programs Manager 

PROGRAM:    
Community Services 

RESPONSIBLE TO:
  
Community Service Programs Director


POSITION SUMMARY: Performs all job responsibilities in a safe manner.  This position is a key position within the agency and is expected to assist the Executive Director in assuring WICAP programs are in compliance.  This position will work closely with families to assist them in their endeavors to become self-sufficient; working at the county level using a variety of services.  Take applications for services, refer families to other agencies, and assist them in their progress to be successful. Provide community education regarding issues of poverty and work to gain community support for the positive outcome for families.  Additional responsibilities are administrative in nature (clerical, report compilation, filing) and may also include responsibility for maintenance of the multi-service center site. Be a coach and a team player.
PHYSICAL/MENTAL ABILITIES AND PROCESSES:

· Strong leadership skills.

· Computer literacy, keyboard skills (will use Windows Microsoft Office Suite, database and spreadsheets, internet and email.).

· Frequent significant decisions and problem solving abilities.

· Driving for home visits, meetings, and presentations.

· Occasionally working at other sites within the agency.

· Ability to determine and prioritize workload while being flexible.
· Regular kneeling, stooping, and bending.

· Occasional lifting in excess of 25 pounds at a time.

QUALIFICATIONS:

1. Three years experience in social service related field and/or two years college in social service related field.

2. Two years experience in public relations and/or community work, relating to low-income, minority, senior citizens, youth, and other members of community including public officials.

3. Demonstrated presentation and communication skills.

4. Two years experience in a supervisory role.

5. Ability to establish good working relationships within the agency as well as with representatives of other agencies.

6. Demonstrated ability to work independently and as a team member.
7. Demonstrated ability for resourcefulness, and professionalism in the work place. 

8. Be or become familiar with county(ies)  resources where the position is located. 

9. Experience in locating resources in the community, or appropriately outside the community, to supplement centers and programs as well as helping families with their goals.
10. Experience in maintaining detailed records on a computer system  and  handwritten documents.

11. Current Driver’s license and access to a privately owned vehicle with liability insurance for use in completing work responsibilities as needed.

12. Working knowledge of modern office communication systems: e-mail, voice mail, computer systems, and ability to operate various office equipment such as fax, copy machine, and calculator

13. Good verbal and written communications skills.  

14. Bilingual English and preferably Spanish desirable, but not required.  The primary language in the workplace is English.

EMPLOYMENT CONDITIONAL UPON RESULTS OF THE FOLLOWING:
· Criminal History Registry

· Successful Drug and Alcohol Screening
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· Documented on-the-job education and/or experience may be used as an equivalent to some of the experience qualifications.

RESPONSIBILITIES:

1. Ensure safety is a priority in performing all job responsibilities.  Provide safety training and ensure adherence to the safety policy.

2. Advocate for and facilitate service delivery to low-income participants, including those who are homeless.

3. Provide temporary financial assistance, advocacy, information and referral services to low-income participants.

4. Accomplish all goals set forth in the Idaho Community Services Block Grant, (CSBG) grant and/or other funding sources by providing clear and accurate records on contacts made and duties performed for participants. 

5. Implement life skills training, either with individuals or groups of Family Development families.

6. Consistently and accurately document participating family status and progress using Community Action Partnership, (CAP's) database system and specific program assessment tools in order to maintain and timely submit accurate reports to required offices. Maintain current and accurate records for all funding sources and their activities.
7. Collaborate and coordinate with community(ies) in order to meet family’s immediate, basic needs  and to identify households willing to commit to the Family Development program.

8. Gain and document commitments from willing identified individuals and families.

9. Provide information about the Family Development Program to all other service providers, collaborate with and provide referrals to local resources whenever possible.

10. Increase media coverage and community awareness of WICAP’s activities and services using Public Service Announcements, flyers, brochures, presentations, etc.

11. Work with local businesses and community members for donations of household goods, food, and other items for participants. 

12. Work with local county advisory committees on a monthly basis to focus on issues of low-income families and individuals in such a way as to help eradicate the underlying causes of poverty.

13. Handle all other routine administrative matters for programs within the county(ies).

14.   Assure indoor and outdoor areas are free of toxins and air pollutants and are arranged to provide security and accessibility for WICAP participants.

15. Follow step-by-step activities as outlined in plans, grants, and WICAP policies and procedures.

16. Perform other relevant responsibilities as required by the program.

17. Performs all assigned responsibilities in a prompt and efficient manner to ensure a quality program.

18. Maintain current valid Driver’s License and liability insurance at all times on any personal vehicle used to conduct WICAP business.

19. Model the Respectful Workplace Policy when interacting with WICAP customers, community members and colleagues.
20. Participate in professional development, sometimes off-site, at the request and support of supervisor.

21. Must be responsible, and able to handle confidential material, organize effectively, and work independently.

22. Assure that a positive image of WICAP is portrayed at all times.

HOURS: - - Status – Exempt, 52 weeks per year 

SALARY RANGE:
 May include nights and weekends



$2,122.40 - $3,009.43 w/o SSCBT  










$2,146.80 - $3,057.02 w/SSCBT









ENTRY SALARY:









New employees start at the entry-level salary









Additional Compensation for qualifying degrees

THE PROMISE OF COMMUNITY ACTION:

Community Action changes people’s lives, embodies the spirit of hope, improves communities, and makes America a better place to live.  We care about the entire community and we are dedicated to helping people help themselves and each other.

Approved:  Executive Director Approved 04/2010

