Job title: 
Community Technology Center Coordinator (AmeriCorps position)

Location: 
Seattle, WA 

Organization: 
Phinney Neighborhood Association

Job description


TITLE: PNA Community Technology Center Coordinator

LOCATION: Phinney Neighborhood Center

HOURS: 40 hours per week, Flexible hours with some 

evening and weekend hours as needed.

SALARY: AmeriCorps Volunteer Position; salary commensurate with AmeriCorps Policy. 

$800/month living stipend

Covered Health Insurance

$200 Training allowance during term of service

Education Award in the amount of $4,725 to pay off prior student loans or for future education.

REPORTS TO: PNA Executive Director

SUPERVISES: Community Technology Center (CTC) Volunteers

DESCRIPTION: The PNA CTC Coordinator is responsible for overall management and direction of the CTC. Responsibilities include program administration, community outreach and program development, direct services, facilities and equipment maintenance and the maintenance of all records/statistics, reports and program evaluations.

RESPONSIBILITIES: 

Community Outreach

1. Creates and implements a community outreach plan to involve a diverse population in CTC activities.

2.Develops and maintains positive relationships with other service providers, churches, school personnel, multi-cultural civic and neighborhood groups, CTSs and the business community.

3. Identifies, trains, evaluates volunteers to assist in the operations of the CTC. 

4. Collaborates with other providers and creates partnerships for jointly sponsored CTC programs.

5.Oversees public relations.

Program Development and Management

1. Develops and conducts ongoing community needs assessments to determine unmet needs with special emphasis on youth, elders and Latinos. 

2. Creates new programs/educational activities, policies and procedures; monitors the scheduling and management of all CTC activities. 

3. Oversees the maintenance of all records/statistics, reports and program evaluations.

4. Submits monthly progress reports by the designated due date.

5. Meets regularly with an advisory committee.

6. Meets regularly with the PNA Executive Director, as scheduled, and is prepared to discuss issues of importance.
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Facilities Management

1.Oversees the safety, security and maintenance of the CTC facility and equipment.

2.Provides technical support, maintaining the server and computer stations, trouble-shooting hardware problems arranging for repair and maintenance and making recommendations for future purchases.

3.Oversees the purchase of program/facility supplies when needed and maintains center equipment warranties.

Other: 

1. Answers phones, greets participants/visitors in a friendly manner and provides information and referrals as needed.

2. Assists the PNA Executive Director and /or PNA staff with other related activities as needed.

QUALIFICATIONS:

1.To qualify the applicant must be: a U.S. Citizen, U.S. National or Permanent Resident Alien of the US.

2.18-25 years of age.

3.BA or 3 years of direct job experience in the area of computer science and community/social service, community organizing, non-profit organization or related experiences. 

4.Training and at least one years experience in technical support; ability to maintain server and computer stations. 

5.Ability to establish and maintain collaborative relationships in a diverse community.

6.Ability to work independently.

7.Respect for cultural differences and ability to work within a culturally diverse setting.

8.Good written and verbal communication skills.

9.Speaking and written proficiency in Spanish a real plus. 

10.Willingness to submit to and ability to pass a criminal background check.

To Apply:

Send Resume and cover letter to: 

CTC Coordinator Position

Phinney Neighborhood Association

6532 Phinney Ave. N.

Seattle, WA 98103

Or email : ed@phinneycenter.org

Individuals selected as finalists for this position will be required to complete an official AmeriCorps Application form.

Respond by September 3, 2002

