Louisiana Delta Service Corps 2011-2012
Corps Member Placement Description
(Please complete one for each corps member requested only if project is different)



Organization The Center for Ethical Living and Social Justice Renewal

Location  Housed in the First Unitarian Unviersalist Church in the Freret/Uptown neighborhoods

[bookmark: Text80]Address 2903 Jefferson Ave New Orleans, LA 70115     						

[bookmark: Text81]Phone 504.866.4170      										

[bookmark: Text82]Contact Person (Direct Mentor/Supervisor)  Quo Vadis G. Breaux     				

Contact Person’s Email Address and phone number qvbreaux@yahoo.com, 504.333.2718___________

[bookmark: Text83]Corps Member Position Title Volunteer Coordinator     		

Amount of Additional Stipend if applicable _$250/month_____________________________




Position Objective: 
To effectively match volunteers’ skills and interests with partner organizations’ and homeowners’ volunteer needs and opportunities is the main objective.  The Volunteer Coordinator and Community Organizer is the first point of contact for volunteer groups.  Their objective is to schedule, answer immediate and important questions, and provide a fulfilling work week for the volunteers as well as keep important records. 

Key Responsibilities:
Volunteer coordinators are the main point of contact for the volunteer groups who are staying at and working through the Center for Ethical Living.  Volunteer Coordinators are responsible for maintaining communication with group leaders throughout their scheduling process, assessing skills and interests, appropriately matching groups with organizations/homeowners.  They are responsible for facilitating orientations, debriefing sessions, and are invited to learn how to facilitate dialogues.  Volunteer Coordinators are expected to remain up-to-date on current events in New Orleans around social justice issues, the political climate and recovery process.
Volunteer Coordinators are expected to keep detailed records of work weeks, maintain and strengthen relationships with over 25+ partner organizations (via phone, email, in-person meetings, and post-work day events), and are responsible for administering evaluations, analyzing evaluations, updating website/shared calendars, helping to complete an annual newsletter and updating social media sites.  
						          
Preferred Qualifications: (including educational and work experience)
College degree and some construction knowledge preferred
Office and scheduling experience
Ability to work with minimal guidance, under stress and within a diverse community
Database management
Comfortable public speaking
Experience with Microsoft Word, Excel and Office
Interest in social justice issues and current events
Ability to learn New Orleans geography and culture
Interest and willingness to work with volunteers
Flexibility with work week and work hours
Organization skills a must
Experience with Filemaker Pro a plus
Familiarity with Facebook and other online networking tools
Website management
Must write well and have overall good communication skills








[bookmark: Check111][bookmark: Check112]Will accommodate part-time student:	  |_|	Yes 	X|_|	No

[bookmark: Check113][bookmark: Check114][bookmark: Check115]Preferred study schedule:		|_|	Morning   |_|	Day	    |_|	Evening




[bookmark: Check123][bookmark: Check124][bookmark: Check125][bookmark: Check126]Travel Required:		X|_| Weekly	  |_|  Weekends	|_| Seldom	|_| Never

[bookmark: Check127][bookmark: Check128]Must Have:			 X|_| Drivers License		X|_| Own Vehicle

If travel is required please indicate how many miles/hours are expected per week and at what rate they will be reimbursed: _5-8 hours/week_______


Service Day Hours:	Begin ____8:30/9am_____	End 5-6:30pm_______ 	     |_|   Rigid	X|_| Flexible

Weekends:		|_|All (Sat.& Sun.)	X|_|Some		|_|Seldom	|_|None
			
Nights:			X|_|Some			|_|Seldom		|_|None	


What percentage of the corps member’s time is spent in physical activity (ie: construction, rebuilding etc.)? ______0-10%_______________
Preferred Skills/Interest Checklist

Check the items below that you feel are necessary to fulfill the project as described above. Indicate “s” for a needed skill and an “I” if a person’s interest in that area is all that would be useful. 

S----Communication Skills
· Public speaking 
· Phone skills
· Public relations
· Marketing
· Writing articles
· Resolving Conflict
S----Organizational Skills
S----Time Management
S----Math Skills
S---Reading Skills
S---Works Independently
I----Will be a good role model
I----Foreign Language 
I----Mentoring
S---Group Facilitation
S----Computer Skills - list which ones (ie: database management, microsoft office etc.): ____Database management, Microsoft office, Microsoft Excel
I----Carpentry Skills – list which ones: Drywall, taping, mudding, painting, yard work, general knowledge of tools and construction
S----Driving 
S----Works well under pressure
S----Meets deadlines
I----Training
S----Supervising volunteers 
S----Experience working with diverse groups or understands cultural diversity
S----CPR/1st Aid 
S----Other: Ability to be flexible and improvise last minute

[bookmark: _GoBack]
