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Sample Position Description

This sample Position Description is geared generally for an AFI network project following the Coalition / Collaborative model that includes sub-recipient entities, a Steering Committee, and a Technical Advisory Committee.  It also assumes a large coalition where a smaller committee conducts the business of the Network and an annual meeting is held.  Grantees are encouraged to edit the template to address their particular needs.

_____________________________

Job Opportunity: AFI Network Project Coordinator 

Start Date: 
SPECIFY 

Hours: 
Full-time or # HOURS PER WEEK
Location: 
SPECIFY Employee or Independent Contractor Status. 

Insert DESCRIPTION OF THE AFI NETWORK PROJECT.

The AFI NETWORK PROJECT GRANTEE is seeking an individual to serve as a statewide, regional or other area coordinator for the NAME OF THE NETWORK, which is a Federally-funded program to support low- and moderate-income persons to build financial independence and secure assets.  The NETWORK is a collaborative of entities that provides services to individuals and families for building their financial literacy skills and then successfully deposit savings  in matched savings accounts called individual development accounts (IDAs), amounts of which are used to purchase homes, pursue higher educations, or launch a  businesses.  

The AFI NETWORK PROJECT GRANTEE administers the NETWORK project overall, including  management and coordination of contractors and sub-grantees that provide services to individuals and families.  The AFI NETWORK PROJECT GRANTEE also administers and manages an array of fiscal, monitoring and management activities concerning each project contractor or sub-grantee. 

Primary Responsibilities

The AFI Network Project coordinator will manage relations with partner organizations and funders, work as a team member of the network, and function as an independent and self-motivated manager.  The coordinator must be detail-oriented, be able to manage and communicate details effectively, and be comfortable working with diverse groups with varied backgrounds and strong opinions. 

Specific responsibilities of the coordinator include:

· Support coordination of the participating agencies and assist with providing staff support to the Network Technical Advisory Committee.  

· Collect and share information across partner sites and provide technical assistance when appropriate.  

· Work with financial institutions and partner agencies in the delivery of training and management of IDA accounts.

· Conduct fundraising activities, including preparation of funding proposals. 
· Collect information from contractors and Sub-grantee entities for project management, tracking progress, and reporting.

· Oversee systems for generating monthly IDA statements and other banking data for distribution to participants.

· Utilize software to generate regular reports for submission to relevant parties, including the Federal Office of Community Services and other funders.

· Field inquiries from the public, policy makers, potential participants, Sub-grantee or contractor entities, funders, and other community partners. 

· Conduct information sharing and communication activities such as sharing of information and tools with other asset-building programs across the nation, maintenance of the website and listserv, and writing/editing of drafts for the newsletter and other information products.

· Other tasks necessary to manage the AFI NETWORK PROJECT.

Desired Skills

Applicants should possess an undergraduate or higher degree in fields related to public policy, social work, urban planning or an allied area of study; be pursuing a degree in these fields; or have relevant experience in those areas, including a strong interest in addressing root causes of poverty.  Applicants should have specific skills in the following areas:

· Strong writing and editing skills.

· Communication skills via in-person and phone interactions, both one-on-one and before committees.

· Creative problem-solving skills in a fast-moving environment. 

· Computer competency using SPECIFY SOFTWARE APPLICATIONS or similar systems and capability to learn and use new software programs.

· Ability to understand and interpret data and evaluation information from the field.






AFI Network Academy – Sample Communications Policy
28
1

