	Logan County Family & Children First Council



	POLICY: 4022
	JOB DESCRIPTION: ADMINISTRATIVE COORDINATOR

	
	Approved 12/15/99, 12/15/11


Reports to:
Executive Director

Supervisory Responsibilities:
Volunteers 
Qualifications:
1. 
High school diploma or its equivalent.
2.
At least 3 years experience working as an administrative assistant or fiscal support.

3.
Ability to communicate well with public and professionals in person or over the phone and direct callers to available community resources.

4.
Computer skills in Windows Office programs, QuickBooks, Computer Networking, and online data collection platforms.
5.
Training and/or experience in accounting/ bookkeeping, and fiscal operations. 
6.
Organizational skills a must including the ability to work independently.
7.
Knowledge and experience with Early Childhood development.

General Description:
Performing and coordinating the Council office's administrative and intake/referral activities, managing information and communication, and storing, retrieving, and integrating information for dissemination to staff and clients. Actively participate in the early childhood service delivery including the responsibility to process and monitor outcomes for all early childhood home visiting services in the county, coordinate child find efforts and the Toasty Tots Program, including volunteers.
Essential Functions:
1. TELEPHONES: Answers all telephone calls during office hours and ensures coverage when away from desk.  Forwards calls to appropriate staff, and providing information to families on available community resources.  Serves as Logan County HMG Central Intake & Referral site.  Ensures phone system is operating smoothly and fulfilling needs of the office.  Educates/trains staff on phone use and features.  Maintains a phone reference list for staff of frequently used numbers.
2. RECEPTION: Directs office visitors as they enter, signs for deliveries, receives and distributes mail, keeps the reception area tidy.  Linking families to other supports in the community (service coordination). Maintains daily schedules of office staff.
3. OFFICE SUPPLIES: Orders all supplies needed to run an efficient and professional office, keeping track of when supplies are running low, and making sure goods are ordered before they run out.

4. OFFICE EQUIPMENT: Maintains office inventory and maintenance of equipment including the copy machine, fax machine, phone system, fixing mechanical programs or overseeing their repair by a professional. 

5. COMPUTERS: Oversees office computers/networking and troubleshooting helping employees when their computer or printer has problems.  Maintains database of Council information and client electronic files, including E-Track, central intake/referral, child find, and Service Coordination.  Serves as Early Track Administrator in Logan County.
6. FILING: Organize and manage paper and electronic office files including but not limited to invoices, receipts, client information, and other important documents. 

7. BOOKKEEPING: Enter council finances in QuickBooks software, producing reports, generating invoices, manage requisition and purchase orders, prepare bills for payment.  Updating and maintaining the Council inventory.  Assists the Director with correspondence with the ESC.  Works with the System of Care Project Director to ensure shared funding and family support funding requests are processed according to agency procedure.
8. HR MANAGEMENT: Maintains updated listing of employee emergency contact information. 

9. SECRETARIAL: Copies agenda and support material for meetings. Arranges and schedules meetings for office staff.  Takes/types minutes at various meetings for Council Staff.  Develops/maintains office marketing materials including brochures and the website.  Coordinate registration and other planning details for seminars and trainings.
10. PUBLIC RELATIONS: Assist in public awareness activities such as Community Screening, Coalition ceremonies, and Council partners outreach efforts.  Oversees electronic social media including Facebook, website, blog, and other forms of community outreach.
11. PROJECT COORDINATION: Oversees monthly reporting for Central Intake and Referral and Help Me Grow Outcomes.  Processes Birth to Three Home visiting referrals and monitors outcomes.  Oversees Toasty Tots program including inventory, database, and volunteers.  Oversees the C.O.L.C.A.S. database and ensures it is up to date at least every year.

12. DEPENDABILITY: Demonstrates regular and predictable attendance and punctuality, is reliable for completion of project and meeting timelines.  Shows initiative in completing projects assigned.
13. PERFORMS OTHER DUTIES AS ASSIGNED.
Knowledge, Abilities, and Skills:
Knowledge of: Council policies and procedures, office practices and procedures; office management; public relations, record keeping & accounting principles, word processing and data management skills, community resources available to families.

Ability to: Think analytically (apply office practices and principles to solve everyday problems); prioritize work, monitor performance, work independently, prepare accurate reports and correspondence; create spreadsheets; compose correspondence; manage databases; create presentations, reports and documents; communicate effectively; follow instructions/complete tasks; develop and maintain effective working relationships; maintain records; provide good customer service and interpersonal skills; research and learn new office technologies.

Ability to coordinate services and develop relationships with all agencies involved with Help Me Grow and Family & Children First Council. 

Working knowledge of resources available to family from the community agencies and their applicable rules and processes. 

Proficiency in spelling, punctuation, grammar, oral communication, and document formatting; computer networking & operating systems; QuickBooks; Access; Power Point; Excel; typing; printing and facsimile machines.

Additional Working Conditions:  Occasional situations to deal with unpleasant clients over the phone or in person.

Terms of Employment: 

This position is full time-contracted to work for 52 weeks (245 days) and are eligible for paid vacation and (8) legal holidays. Full time employees are eligible for medical and /or dental insurance with or without a prescription card.  

Daily work Schedule: The regular working hours for the Council Office are 8:00am to 4:00pm, including a ½ hour lunch. Summer hours, as scheduled are 7:00 am to 3:00 pm.  The daily schedule can be adjusted in terms of the number of hours each day to accommodate the work load. 

Salary Schedule:

Starting base pay of $10 per hour.  Advances with experience to be made at the rate approved to staff of the fiscal agent, provided grant revenues are available.

Performance Evaluation:
Probationary evaluations will occur at 90 & 180 days.  Annual evaluations will be completed thereafter.

This job description in no manner states or implies that these are the only duties and responsibilities to be performed by the position incumbent.  The incumbent will be required to follow the instructions and perform the duties required by the Logan County Family & Children

First Council.

____________________________________________


__________________

Executive Director







Date

My Signature below signifies that I have reviewed the contents of my job description and that I am aware of the requirements of my position.

____________________________________________


__________________
Employee Signature







Date
