Position Description
Program: North Florida Health Corps AmeriCorps

Position: Part Time Program Coordinator

Hours: Flexible schedule to meet needs of program is required
Duties:

· Establishes and maintains liaisons with community agencies for member training and service activities.  
· Provides leadership for member committees to ensure accountability and development. 
· Assists Program Director with services activities, trainings, team meetings, and other program functions as required. 

· Attends, participates, and assists in planning ongoing service projects created by North Florida Health Corps members.  Provides guidance to members in arranging extended service projects outside of the city or state.

· Tracks member hours and daily service activities to ensure proper compliance with NHC policies and provisions. Consults with NFHC Program Manager to develop resolutions for member reporting issues. 

· Coordinates the recruitment and entrance process for new AmeriCorps members, including maintaining the NFHC website, mailing acceptance information, and tracking secondary interviews. 
· Helps maintain and monitor NHC and NFHC communications initiatives. 
· Attends in-services, conferences, workshops and other meetings.  Travels in order to perform duties as described.  
· Performs other related duties as required.

Experience Required:

Bachelor’s degree

AmeriCorps experience strongly preferred
Experience with volunteering and/or community service
