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Job Description
Position Title:   Community School Resource Coordinator
Work Locations: XXX School
 
Reports to:  Director of Community Schools                                       Status:  Full Time Employee
 
ENLACE Chicago is dedicated to making a positive difference in the lives of the residents of the Little Village Community by fostering a physically safe and healthy environment in which to live and by championing opportunities for educational advancement and economic development.  ENLACE concentrates its efforts in four areas: Community Enrichment, Violence Prevention, Economic Development and Community Education.
 
Purpose of Position:  
ENLACE partners with eight neighborhood public schools in Little Village to transform them into fun, safe, and innovative community-driven learning environments for youth and adults during after school hours, the weekend and throughout the summer.  A Community School extends its walls into the community by coordinating classes, resources, events and opportunities for Academic Acceleration and Intervention, Arts and Cultural Enrichment, Sports and Outdoor Programming, Summer Youth Opportunities, Middle School to High School Transition, Post-Secondary Success and Career Exploration, Health and Wellness and Adult Education and Family Leadership Programming.

The Resource Coordinator (RC) provides the direction, guidance and process at the school to develop a vision and programming inclusive of administration, youth, parents and other stakeholders. Provide supervision and management of staff and direct and manage youth and adult programs.  In addition, the RC will serve as the person who will pursue and coordinate new and existing resources in the school to seamlessly weave the school day and after school offerings.  These resources will include funding, volunteers, staff and other tools that will aid in the success of a comprehensive Community School.   
 
Primary Job Functions:
· Grant writing, resource development and establishing partnerships to secure funding for continuous growth at school site. 
· Plan, implement, manage and assess community school programs and work in collaboration with parents, students, teachers, on-site management team, ENLACE staff, community members and school administrators to develop new and sustainable programs. 
· Orient, supervise and evaluate the performance of Community School staff including instructors, child-care providers, security, and volunteers. 
· Work with ENLACE and school administrators to develop and maintain budgets, payroll and expenses for all programs at the Community School. 
· Identify and coordinate resources to carry out the Community School vision.
· Facilitate the Community School Oversight Committee.
· Strengthen and enhance the partnership between schools and ENLACE to ensure that the Community School will have sustainable programs.
· Cultivate relationships with other local schools and social service organizations to continually enhance the services provided at the Community School. 
· Coordinate and organize public events, including press work, outreach, and publications.
· Represent ENLACE at conferences, meetings, and trainings.
· Initiate necessary communication with community stakeholders.
· Develop yearly work plan and provide regular program reports to the Director of Education and school administrators as well as attend monthly meetings.
· Reporting and evaluation implementation as needed. Work closely with ENLACE  staff in order to comply with requirements and deadlines set by funding agencies. 
· Responsible for other related duties as assigned by the Director of Education. 
  
Requirements:  
· Bachelors Degree in education or social service field a must
· Minimum of 2 years of work experience in a position of significant responsibility within a school/educational setting
· Minimum of 2 years experience working with youth, parents, and community members 
· Effective communication and organizing skills (both community and administrative); i.e. strong writing, research and presentation skills
· Experience and commitment to working with urban Latino communities
· Highly motivated, dedicated, self-starter, and detail oriented
· Strong background in youth development and community building
· Must have flexible schedule.  This position will require evening and some weekend hours.
· Computer literacy is required - Microsoft Word, Excel and Access.  Graphics knowledge a plus.
· A valid driver’s license and car is necessary. 
· Bilingual Spanish/English (speaking and writing). 
 
This position is salaried and includes health and dental insurance.
 
 
