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CHILD LITERACY COORDINATOR 
JOB DESCRIPTION
POSITION SUMMARY:
The Program Coordinator, in collaboration with the Executive Director, leads, develops, manages, and administrators all aspects of Victoria Literacy Connection Society’s Child Literacy Program in line with the direction set by the Board of Directors. The Coordinator contributes to the funding process; conducts program planning to ensure alignment of programs with the Societies’ priorities; manages formal consultations with internal and external clients to ensure programs address requirements; leads the implementation of programs; monitoring performance to ensure effective program implementation; recruits qualified teachers and volunteers, ensures availability of tools and training, engages relevant schools and promotes program to public in through relevant channels. The Program Coordinator may also supervise employees, contractors and volunteers.
[bookmark: _GoBack]KEY RESPONSIBILITIES: 
· Builds, plans, organizes and executes all aspects of the K-12 programs, and develops, implements and manages all supporting processes, forms, systems and reporting mechanisms. 
· Creates, develops, co-ordinates, supports and administers literacy coaches and volunteer recruitment, screening, training, scheduling and matching processes, and reinforces the Societies’ ethics, values, and boundaries. 
· Develops, manages and administers all aspects of the program(s) using learner-focused and child/youth learning principles and tools, and develops standardized templates and processes to support repeatable tasks. 
· Responds to inquiries from program deliverers (e.g. teachers, literacy coaches, assessors), volunteers, and clients (e.g. learners, guardians, school liaison contacts) and schedulers (e.g. program assistants)
· Leads consultations with internal and external contacts to identify requirements for new programs and/or gaps in existing programs; and to obtain input into proposed programs.
· Develops and maintains a wide network of contact to promote programs and maintain awareness of current issues, opportunities and challenges to program development. 
· Contributes to research, analysis of projects and assists with program and literacy awareness.
· Represents the Society in meetings with the private, public and non-profit sectors.
· Assists with the development of funding opportunities, which could include writing funding and program proposals, preparing grant and related applications; reporting to existing funders and stakeholders, consistent with funding and program requirements. 
· Assists with the plan and development of formal and informal volunteer recognition including nominating volunteers for awards and organizing celebration events.
· Collects and analyzes data, assesses program results; prepares scheduled and special reports; maintains program/project documentation & files. 
· Builds and fosters strong community and educational partnerships, and serves as an advocate for child/youth literacy, as a representative of the Societies. 
· Acts as a support for teachers, literacy coaches and volunteers to resolve issues and/or concerns occurring during the operations of the programs.
· Advises, informs, reports to funders, the executive, and the Board of Directors, on program results, and makes recommendations on program and associated process improvements. 
· Acts in place of Executive Director as requested (e.g. participates in meetings and community-based initiatives).
· Oversees timesheet and snack receipt submissions
CORE COMPETENCIES:
· SOUND JUDGMENT & DECISION MAKING – Uses logical, sound methods in choosing a particular course of action; makes timely and appropriate decisions and takes responsibility for them; takes prompt action once a decision is made; takes into consideration the Societies’ resources, constraints and organizational values and objectives. 
· COMMITMENT – Identifies with and commits to the Societies’ goals and mission; demonstrates personal commitment to goal achievement and instills commitment in others; sets high standards of performance for self, volunteers, and the organization. 
· MATURITY & INTEGRITY – Displays appropriate self-confidence, professionalism & self-esteem; maintains the integrity of the organization; displays the highest standards of ethical conduct; is trusted to maintain confidentiality; promptly and effectively resolves work difficulties and conflicts without bias; takes a positive view under adverse conditions; maintains stable performance and poise under pressure or opposition. 
· TEAM SKILLS – Maintains, monitors, and reinforces a strong team culture of mutual support, respect and collaboration; facilitates the constructive resolution of conflict; unites all levels of staff and volunteers in the achievement of the organization's mission; increases mutual trust, understanding and cooperation between team members; inspires, motivates and gets the most from the team. 
· COMMUNICATION – Is clear and respectful verbally and in writing; establishes rapport quickly with those from diverse backgrounds; listens carefully; expresses ideas in a well-organized, well-structured and grammatical manner; keeps all stakeholders informed and in the know. 
· TIME MANAGEMENT & ORGANIZATION - Uses time effectively and efficiently; concentrates efforts on the most important priorities; has an ability to plan, organize, and get things done; able to handle several dossiers at once.
· RELATIONSHIP BUILDING – Follows through on commitments; respects boundaries; demonstrates genuine interest in others; is tactful and diplomatic; trusts others, and is trusted; recognizes each person’s strengths, development needs, and professional goals, and inspires them to succeed; does not compromise relationships in difficult or stressful times. 

EDUCATION, EXPERIENCE & SKILLS: 
· Degree, diploma, certificate in child/youth education or related discipline and 2-years’ experience delivering educational or training programs or services, or suitable combination of education and experience. 
· Demonstrated ability to build and foster strong relationships and partnerships with community partners in the delivery of programs and services. 
· Exceptional ability to work effectively with volunteers and individuals with multiple challenges. 
· Demonstrated experience in the field of adult (child/youth) literacy, using current adult (child/youth) learning principles. 
· Proficient with computers, office productivity software, and the Internet.
· Liaison with public schools in the Greater Victoria Region

306-620 View Street, Victoria, BC, V8W 1J6
Tel: 250-385-0014
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