Safe Journeys
FOR:  
 

Policy & Procedure Manual

SECTION:  

Personnel

RE:              

Job Description

POSITION: 

Project Coordinator

REPORTS TO:
Executive Director

FSLA STATUS:
Non-exempt

SALARY RANGE:
$50,000 to $60,000 (based on experience and education)

BENEFITS:

Health Insurance (2 plans to choose from)

· Blue Cross Blue Shield Gold Plan (free to employee)

· Blue Cross Blue Shield Platinum Plan ($50/month)




Dental/Vision Insurance (free to employee)




Simple IRA (up to 3% employer match)




Other Benefits Include:

Paid time off, personal time, paid holidays, paid parental leave, bereavement leave, business travel expenses, worker’s compensation, COBRA coverage, unemployment insurance, FICA/social security as required by law.
Approved By:               Board of Directors

Approved Date:


POSITION OVERVIEW: The Project Coordinator will develop and implement legal services, coordinated community responses, and other special projects based on current funding sources. The Project Coordinator will be responsible for implementing Safe Journeys’ new Department of Justice Office on Violence Against Women grant to create a legal program at Safe Journeys.
SAFE JOURNEYS’ MISSION STATEMENT: 
To provide a safe and supportive environment for survivors of domestic and sexual violence and work to end such violence in our communities. 
FUNCTIONS:
· Plans, implements, and coordinates Department of Justice Office on Violence Against Women (OVW) funded projects, including but not limited to ensuring compliance with the Expanding Legal Services Initiative grant, other proposed initiatives, and other funder and Safe Journeys’ requirements.
· With the Executive Director plans, implements, and coordinates a legal representation program to address domestic and sexual violence in LaSalle and Livingston Counties. 
· Manages all communication, approvals, and documentation related to grant activities. 
· Gathers data, writes and submits all reports as required by OVW accurately and on a timely basis.
· Participates in OVW-mandated training and technical assistance, including working with technical assistance providers to develop a plan to provide legal representation. Travel is required. 
· With the Executive Director plans, implements, and coordinates coordinated community response teams, including a sexual assault response team and high-risk response team. This includes, but is not limited to, planning regular meetings, writing and maintaining team minutes, maintaining regular communication with team members to ensure consistent participation in team activities, and coordinating trainings.  
· Conducts community assessments related to systemic responses to domestic and sexual violence and writes and presents reports on findings from the assessments. 
· Stays up-to-date on current developments and legislation in the fields of domestic and sexual violence. 
· Provides direct services as needed.
· Functions as an agency ambassador and builds community relationships including: participating and representing the agency in state and local efforts to improve the community response to domestic and sexual violence; engaging in promotion of the agency’s services; and collaborating with agency leadership to enhance community education and community partnerships. 
· Performs other duties as assigned. 
SUPERVISORY RESPONSIBILITIES:


This position does not exercise supervisory responsibilities. 
EXPERIENCE AND OTHER QUALIFICATIONS:
· Bachelor’s degree, preferred. On-the-job experience or comparable combination of career/life experience may substitute for bachelor’s degree.  
· Experience working or volunteering in a domestic or sexual assault agency or providing relevant successful project management that included coordination with funders and a team. 
· Excellent English-language oral and written communication skills. 

· Ability to set limits and priorities. 

· Excellent attention to detail and timeliness.  

· Ability to use tact and diplomacy to effectively handle a board range of high level and sensitive interpersonal situations with diverse personalities, and to respond appropriately to conflicts and problems. 

· Ability to maintain confidentiality. 

· Ability to work with individuals from diverse cultures and backgrounds. 

· Ability to work independently and as a cooperative team member. 

· Must have 40 hours of domestic violence and 40 hours of sexual assault trainings or complete agency training program before interacting with clients or client-related information.
· Ability to pass DCFS and criminal background checks at all times.

· Effective computer skills and competence with a variety of computer applications including word-processing, spreadsheets, databases, on-line systems, Internet as well as online calendaring and email.
· Commitment to Safe Journeys’ mission and values, including intersectional equity and ending domestic and sexual violence.  

PHYSICAL REQUIREMENTS:

Persons hired for this position must be able to perform the essential functions of this job with or without reasonable accommodation. This includes:
· Working in standard office conditions, such as: 

· sitting stationary at a desk and operating a computer,

· performing repetitive motions such as typing on a keyboard or dialing a phone,

· exposure to variable noise levels,

· sharing office environments with other employees, and

· communicating via email, phone, and in-person with colleagues and other stakeholders;

· Moving around the office as needed, such as standing and walking to attend meetings, reaching for and lifting files, climbing stairs, and potentially lifting up to 20 pounds as needed; and
· Access to transportation such as the ability to drive a car or ride public transportation to work in the office or other necessary locations, including in various weather conditions. 
I have received, reviewed and understand this job description.

___________________________________________      _______________

Employee signature                                                               Date

