Volunteer CEA Coordinator

September 2006-07-04

Salary: This is a volunteer position without financial compensation.

Job Description:

The volunteer CEA Coordinator will be responsible for coordinating and supporting volunteers that work within out drop in tutoring program,. The coordinator, on a regular basis, will be required to:

· Attend CEA in both morning and afternoon sessions, assist children with their homework.

· Facilitate bi-weekly trainings for new volunteers.

· Supervise volunteers involved in the program, and discipline them if they are not fulfilling their obligations.
· Participate in weekly meetings with the volunteers and the CEA educator.

· Maintain relations and communication with the CEA educator and CEA program coordinator.

· Administrative and logistical planning.

· Write evaluations for volunteers leaving the program.

· Report bi-weekly to the Director of Volunteer Services.

This is a thirty-five hour per week position.

Qualifications:

· Belief in the organisation’s mission and understanding of the challenges, and rewards, of working in a non-profit, community-based organization.
· Teaching and tutoring training and experience required.

· Excellent communication and interpersonal relationship skills, especially in regards to cross-cultural relations.

· Strong facilitation and training abilities with knowledge of group dynamics and youth development.

· Strong organizational skills: manage multiple priorities, work quickly and efficiently and work well under pressure.

· Experience in curriculum development if preferred but not required.

· Computer literate with proficiency in Microsoft Word.

· Intermediate knowledge of Spanish is required.

· A minimum of a one year commitment. 

How to Apply: If interested please send your resume to Sarah Guerette at contact@cenitecuador.org.
