E-MENTORING PROGRAM COORDINATOR

ROLES AND RESPONSIBILITIES

Program coordinators play a critical role in the success of the e-mentoring program. Without their support, the program simply won’t work! 

Roles and Responsibilities of Site Coordinators:

1. Receive training and preparation. Contact MENTOR/National Mentoring Partnership’s network of State and Local Mentoring Partnerships (see www.mentoring.org) to see what is available in your area.

2. Recruit (number) youth between the ages of ____ and ____ who can commit to an 8 to 12 month relationship with a mentor. Youth must attend an orientation and training session, communicate via e-mail weekly with their mentor and participate in an evaluation process.

3. Obtain parent/guardian consent. Secure appropriate permissions from parents/guardians for the youth to participate in the e-mentoring program.

4. Collaborate with the matching of youth with mentors, in conjunction with program staff.

5. Train and prepare young people for their mentoring relationship. 

6. Support youth in their mentoring relationship: answer questions, troubleshoot, notify program staff if a mentor or a young person is not e-mailing and keep youth informed about the program.

7. Provide ongoing training and information. Keep the program team informed of news/situations that can affect youth activities with mentors (both positively and negatively).

8. Help implement evaluation procedures to establish what is working in your program and what can be done to make your program better.

9. Provide weekly updates about progress or problems to program partners. 

10. Complete all tasks on schedule.
Projected Time Commitment: 

· During the first two months of the e-mentoring program, site coordinators can expect to spend ___ hours a week (one hour per youth) preparing themselves and the youth for the program. 

· During the next four months, coordinators can expect to spend four hours a week supporting youth and communicating with the program staff. 
· During the last month and a half, they can expect another 10 hours a week managing the evaluation process at their site, helping youth transition out of their mentoring relationship and wrapping up administrative details of the program. 
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