Job Descriptions and Duties of 

Mentoring Program Staff

Executive Director

General Statement of Duties

The Executive Director will strategically manage growth according to the organization’s overall vision and goals. This position involves administrative, fundraising, property management and personnel management skills. The Executive Director position requires the experience and ability to manage personnel and collaboration efforts as well as financial and operational aspects of the agency. The Executive Director is responsible for furthering the agency mission of serving at-risk youth through mentoring.

Examples of Duties:

· Manage a staff, development operations, organizational systems and policies;

· Handle fundraising; 

· Oversee finances and budget for each fiscal year;

· Oversee Program Director(s);

· Communicate effectively with staff and volunteers and supervise public relations;

· Work in collaboration with the Board of Directors;

· Provide leadership to staff and Board;

· Manage and promote workplace campaigns; and

· Increase awareness in community and among community leaders.

Mentoring Services Program Director

General Statement of Duties

This position entails responsibility for the direct service mentoring operations of the agency. All operations will be managed and implemented according to established best practices in the mentoring field. These operations include training and screening adult volunteers; matching volunteers one-to-one with at-risk youth; interviewing and screening youth; providing follow-up support once each match is made; planning life skills workshops; planning and implementing a community-based activities program; coordinating the implementation of targeted services and programs (including alumni support services, academic support services, and youth community service opportunities); assisting with special college collaborations; planning special activities for youth on the waiting list; and managing other special programs. 

The Mentoring Services Director is responsible for not only maintaining a high standard of excellence in mentoring and support services to at-risk youth, but also taking initiative to further this goal. The Mentoring Services Director is responsible for meeting operational goals and objectives, keeping the organization informed of current research and information relevant to the program and working with staff and the Board to maintain an ongoing evaluation protocol. The Mentoring Services Director will represent the agency in the community and will evaluate special community collaboration opportunities.
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Examples of Duties:

· Manage and delegate appropriate responsibilities to Mentoring Services staff;

· Hire, supervise, train and evaluate staff progress and providing ongoing supervision;

· Represent agency in the community;

· Communicate with school personnel, families, referral agencies and other organizations on behalf of agency;

· Ensure that Mentoring Services staff meet program operational goals;

· Ensure that program services are carried out, such as activities, follow-up support to matches and life skills workshops;

· Keep agency current on all volunteer screening issues and techniques;

· Work with Board, staff and consultants to develop and implement ongoing evaluation procedures;

· Manage evaluation data collection;

· Compile monthly data into an operational summary;

· Provide reports as needed to Executive Director;

· Support Development Department with program data for reports as needed;

· Assist in other programmatic functions as required, such as special events, to support the program;

· Take a lead role in exploring community collaborations and developing supplemental support services for youth;

· Identify, evaluate and propose solutions to program areas that need special attention;

· Serve as a member of the Staff Management Team; and

· Coordinate mentoring services content for Web page.

Program Coordinator

General Statement of Duties

This position involves recruiting, training and screening adult volunteers and matching them one-to-one with youth. Responsibilities also include interviewing and screening the youth, providing follow-up support once each match is made, planning training workshops and planning and implementing a community-based activities program.

Examples of Duties:

· Manage a caseload of 25-30 youth/adult matches;

· Recruit volunteers from the community to work with the youth that are referred;

· Plan and implement at least one activity per month for pairs;

· Make weekly contact with matched volunteers;

· Plan three training workshops per year for the pairs;

· Attend two volunteer support groups per year;

· Participate in volunteer training sessions;

· Assist in other programmatic functions as required, such as special events, to support the program;

· Maintain ongoing communication about our services to agencies who refer youth to our program;
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· Work with other program staff (both paid and volunteer) to coordinate best effort on behalf of each youngster referred and to provide support for other special projects;

· Represent the agency on community youth committees;

· Communicate with volunteers and youngsters regarding activities, workshops, etc.;

· Provide required input to monthly activity newsletter; and

· Develop new community recreation sponsors to provide free/discount passes for the activities program.

Volunteer Recruitment Coordinator

General Statement of Duties

This position is responsible for recruiting volunteer mentors and generating community awareness for the agency. Duties will also include tracking volunteers and assisting in their training and support. Special emphasis will be on diversifying agency’s volunteer base. Responsibilities will include developing relations with local media contacts to publicize agency and making presentations to community groups, as well as maintaining various ongoing recruitment efforts begun as part of our overall recruitment and marketing plan. The Volunteer Recruitment Coordinator will also be involved in the program’s mentoring activities, including program activities with at-risk youth and their mentors and carrying a small caseload of matched pairs.

Examples of Duties:

· Identify, implement and coordinate a variety of volunteer recruitment methods to increase the number of volunteer mentors;

· Contact television and radio stations regarding publicity opportunities;

· Coordinate/write articles for publication in local newspapers;

· Set up and make presentations to service clubs, corporations and community groups;

· Participate in volunteer orientation and training sessions;

· Maintain Volunteer Recruitment Advisory Committee;

· Assist in special events, such as annual fundraising projects;

· Develop new relationships with groups that are potential sources of volunteers;

· Develop new relationships with companies, individuals, schools, etc., that are potential sources of public relations volunteers (graphic artists, poster designers, writers, media professionals, marketing experts, etc.);

· Design and implement strategies to recruit culturally diverse and Spanish-speaking volunteers;

· Manage a caseload of five youth/adult matches;

· Coordinate community volunteers interested in one-time activities for youth on waiting list;

· Participate in or plan and implement one recreational activity per month for pairs;

· Provide information regarding the above activities for publication in bimonthly newsletter; and

· Represent agency on community youth committees.

Courtesy of Friends for Youth; www.friendsforyouth.org.
