Grief’s Journey
Outreach Coordinator Job Description

Hours:  20-25 hours per week

Report To: Director of Operations
Job Summary: Outreach Coordinator is responsible for establishing and building collaborative relationships between Grief’s Journey and communities/agencies/schools in the greater Omaha/Council Bluffs region in order to promote awareness of the need for grief support, Grief’s Journey programs, and to reduce geographic barriers for clients who may otherwise be unable to attend programs. This position assesses community needs, makes service recommendations to the Director of Operations, and arranges for support groups sessions, family days, and training opportunities at off-campus locations as appropriate following assessments. Geographic scope includes Douglas, Sarpy, Cass, Otoe, Dodge, and Pottawattamie Counties. Hours are flexible, including some evening and weekend hours.
Duties and Responsibilities:
· Conduct needs assessments with communities/agencies/schools in the greater Omaha/Council Bluffs region
· Maintain relationships and complete follow-up plans based on needs assessments

· Coordinate off-campus trainings and programs per outreach plans in conjunction with the Director of Operations
· Plan, implement, attend, and oversee off-campus programs including family days and support group sessions

· Recruit and manage community volunteers for off-campus programs

· Conduct informational presentations in the community

· Represent Grief’s Journey at community events and meetings as appropriate

· Manage outreach fair schedule (non-volunteer fairs) and recruit volunteers to staff booths

· Promote Grief’s Journey programs through newsletters, bulletins, press releases, radio shows, flyer distribution, etc.

· Provide reports on: work time, program/training attendance, activities, and evaluations for agency and grant reporting purposes

· Participate in regular supervision sessions for the purpose of reviewing program plans and monitoring progress

· Continue personal and professional growth and development through reading, research, workshops, seminars, and other strategies

· Other duties as assigned

Qualifications:
· Bachelor degree – Social Work or other human service field required

· Reliable transportation, valid driver’s license, car insurance, and a good driving record

· Must be able to lift and/or move up to 40 pounds

· Completion of “Grief Facilitator Training” upon hire

· Willing to work a flexible schedule (may work days, evenings, and/or weekends)

· Ability to work independently, organizing time but committed to the team function

· Ability to build rapport with diverse populations and backgrounds

· Ability to create innovative ideas and implement new ideas and processes

· Possess high attention to detail and organizational skills

· Demonstrated strong communication and public speaking skills

· Hire contingent upon completion of background check
