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PROGRAM ASSISTANT – CENTRAL WASHINGTON
JOB DESCRIPTION and WORK ANALYSIS

POSITION CONCEPT:

This position is responsible for the overall quality and effectiveness of JA World programs for students, teachers, volunteers and funders. Position utilizes management skills such as problem-solving, decision-making, troubleshooting, and communication skills. The position; ensures program quality.  Send resume and cover letter to:  Melanie@jawashington.org before April 15, 2011.
PROGRAM IMPLEMENTATION - SCHOOLS

· Assist in administration of program evaluation

PROGRAM IMPLEMENTATION - VOLUNTEERS

· Assist with conducting effective volunteer training sessions

PROGRAM IMPLEMENTATION - GENERAL

· Maintain computer equipment as needed 

· Maintain inventory of product supplies

· Maintain inventory of printed materials

· Open & close facility as requested
· Assist in JA World program implementation during course of student visit
· Reset the facility for the next day's students

· Process student/class registrations
· Assist in creating thank-you letters to volunteers and teachers
· Assist with parent outreach programs

START DATE
May 2011
COMPENSATION AND JOB DETAILS

This will begin as a part time, school year position. Actual hours worked per week will fluctuate.  Scheduled hours per year will not exceed 1000 hours. Potential for work schedule to follow school calendar and school breaks.  Hourly rate:  $12-13 per hour DOE.  

EDUCATION/EXPERIENCE REQUIRED:

Required: 
Two or more years education/classroom experience.  Strong oral/written communication, interpersonal, organization/planning and problem-solving skills.  Computer literacy. Self motivation.  

Desired: 
Excellent computer skills.  Experience in education or business, marketing and sales.  Management and leadership qualities. Fluent in Spanish.
This position description in no way states or implies that these are the only duties to be performed by the employee occupying this position. Employees will be required to follow any other job related duties required by their supervisor. This document does not create an employment contract implied or otherwise, other than an “at-will” relationship.

