SERVICE POSITION DESCRIPTION
JOB TITLE:  Part-time AmeriCorps Member – Walk-in Services Aide 
GENERAL STATEMENT OF DUTIES:  Provide support to Children, Youth, Women, and their families  through walk-in, donation center  services, and youth outreach.
LINE OF AUTHORITY:  Day to day direction and support will be provided by the Volunteer Services Coordinator.  Chain of command support and supervision to be provided by the Director of Adult Services and the Director of Youth Services.  The COO will provide support and supervision for purposes of validity with program design and in the absence of the Volunteer Coordinator and Directors.
SPECIFIC DUTIES:  Approximately 60% (about 11 hours per week) of the AmeriCorps Member’s time will be spent working in the area of walk-in services at our office and donation center.  Approximately 40% (about 7 hours per week) will be spent working to support the Youth Advisory Board and youth outreach activities.  
Housing Assistance:

· Provide direct assistance to walk-in, call-in, and donation center clients to help them locate safe, decent, affordable housing and to locate other support services and resources to address their needs

· Help maintain Available Housing List that is posted on the Muskegon CoC website as needed

Networking:

· Conduct intake interviews with nonresidential walk-in clients
· Link walk-in clients with other resources provided by the government, community agencies, DHS, WIC, colleges, credit counseling, etc. that can address their needs
· Link donation center clients with resources that address their needs
· Assist with community networking for the development of Project Homeless Connect 
· Work with clients to resolve barriers to housing (such as employment related issues)
Outreach:

· Assist the Youth Advisory Board with the planning and implementing of Service Learning

· Assist staff with planning Service Learning activities for TLP and BCC clients
· Assist with planning and implementation of annual Project Homeless Connect (called Project Connect in Muskegon)

· As time allows, conduct outreach at local middle schools and high schools to ensure that youth are aware of agency services 
Other:

· Liaison with Webster House Youth Advisory Board by helping youth run regular meetings, plan service work, and accept new applicants into group

· Assess client needs and assist walk-in clients with developing and implementing individualized case/action plans

· Provide case management services

· Research, develop, and maintain resource materials and information packets for clients

· Submit weekly and monthly reports to appropriate personnel as needed

· Submit quarterly reports to the AmeriCorps Program Director

· Submit online timesheets on a bi-weekly basis
REQUIREMENTS:  In order to become an AmeriCorps Member, an individual must fulfill the following requirements:
· Be at least 17 years of age (Every Woman’s Place requires those working with clients to be at least 18);

· Be a U.S. citizen, U.S. national or a lawful, permanent resident of the U.S. and be able to provide a copy of a birth certificate, passport, or permanent resident card to prove citizenship;

· Completion of some college or comparable work experience (at least two years) is strongly encouraged;

· Successfully pass an FBI background check (including fingerprinting) and any additional checks required by the agency before the start date;

· Be able to start service on October 24, 2011.

· Attend a new member orientation in November 2011 as well as subsequent mandatory statewide training sessions including webinars;

· If necessary, arrange appropriate childcare prior to beginning service;

· Have a car or be able to arrange reliable transportation to statewide events. The program does not arrange transportation and lack of transportation is not a sufficient reason to miss events; and

· Proficiency with computers and computer functions, including, but not limited to the Microsoft Office suite and using email.

DESIRABLE QUALIFICATIONS:  Bachelor’s degree with major in Criminal Justice, Sociology, Family Life Education, Psychology, Social Work, Guidance Counseling, or other human services field preferred but not required.  Experience working with youth and families.  Should have a high level of verbal and written communication skills and must possess good human relations and interpersonal skills.  

HOURS:  This is a part-time, 12 month service opportunity.  The AmeriCorps Member must commit to serving at least 900 hours during their year of service (generally between the hours of 9:00 a.m. – 5:00 p.m. Monday – Friday)
BENEFITS:  
· Part-time AmeriCorps members receive a $6,406 living stipend from the Corporation for National and Community Service (CNCS) for their service activities. The stipend is paid by MCAH every two weeks and is considered taxable income by the IRS;

· Upon successfully completing a term of service, part-time members receive a $2,675 education award.  The education award may be used for higher education or to pay off student loan payments.  It is considered taxable income by the IRS;

· AmeriCorps members may also qualify for student loan forbearance during their service term and may be eligible to have accrued student loan interest paid off after service.

Interested Candidates

Submit a completed application, Resume, Cover Letter, and three reference letters to:

Melissa Slater, Volunteer Services Coordinator
Every Woman’s Place/Webster House Youth Services

175 W. Apple Ave.

Muskegon, MI 49440

melissas@everywomansplace.org

Submissions can be done in person, by mail, or by email.  
Please do not use family members or friends as references.

EEO/ADA/AA Employer

Every Woman’s Place/Webster House Youth Services is an equal opportunity, affirmative action agency and does not discriminate on the basis of race, color, religion, sex, nation origin, marital status, sexual orientation, political persuasion, disability, height, weight, or age in any of its services, activities, or employment.

