PIMA PREVENTION PARTNERSHIP

Job Description

Position Title:  Project Associate 21st Century
Education and/or Experience

Associate's Degree in education or related field, plus 2 years experience working in youth development and educational support, plus 2 years experience working with Microsoft Office applications.  Equivalent experience and education can be accepted.
Duties/Responsibilities

· Oversees and coordinates the scheduling of tutors and activities. 
· Maintains calendar of activities

· Ensures program requirements and grant deliverables are met.
· Works in conjunction with the Business Manager to monitor the  21st Century budget.
· Supervises youth in 21st Century activities.
· Conducts/Facilitates pre-designed 21st Century activities.
· Responsible for collecting sign in sheets and other 21st Century program data.
· Occasional transportation of program participants to and from 21st Century activities.

· Assists/develops marketing tools for 21st Century.
· Assists with meeting activities by preparing meeting materials, handouts, and attending meetings.
·  Coordinates the completion of all 21st Century reports.
·  Completes data entry for assigned programs.
·  Creates and maintains data system to contain project data.
·  Attends all State mandated trainings and meetings.
· Collaborates with Principal and Project Administrator to ensure all program reports are submitted   prior to deadlines

· Performs other related duties as assigned

Skills and Abilities:
· Extensive experience working with underserved youth.
· Highly developed analytical skills 

· Excellent communication and interpersonal skills

· Strong presentation and facilitation skills.

· Ability to be a self starter and take initiative

· Accepts responsibility and is self-motivated 

· Ability to multi-task and have time management skills 

· Strong verbal and writing skills

· Proficient in interpreting raw data into graphs or other visual aids

· Ability to be a team player

· Once trained, possess the ability to complete projects independently

· Ability to maintain effective working relationships with people of varied social, cultural and educational backgrounds.

· Ability to perform recurring tasks while maintaining a standard of excellence at all times

· Excellent overall computers skills including Microsoft Office, databases, and spreadsheets

· Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form. 

· Must be able to use the following equipment: personal computer, including spreadsheet, word processing; telephone; switchboard; calculator; typewriter; and copy machine.

· Ability to work a flexible work schedule, including some evenings, and weekends.

· Must be able to obtain a valid Arizona driver's license and become insurable

· Must be able to obtain or current certification in Standard First Aid and CPR

· Must be able to obtain a Fingerprint clearance card.

· Bi-lingual – Spanish, preferred.
· Salary is DOE.
Physical Requirements:
The physical demands and work environment characteristics described here are representative of those that must be met, or are encountered, by an employee to successfully perform the essential functions of this job.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel; and talk and hear.  The employee frequently is required to stand.  The employee is frequently required to walk; reach with hands and arms; and stoop, kneel, or crouch.  The employee must occasionally lift and/or move up to 30 pounds.  Specific vision abilities required by this job include close vision, color vision, and ability to adjust focus. The employee is frequently required to independently drive a 15 passenger Van.   While performing the duties of this job, the employee is frequently exposed to outside weather conditions.  The noise level in the work environment is usually moderate.

Reasonable accommodation may be made to enable individuals with disabilities to perform the essential functions of this position.
