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	Community & Campaign Coordinator

	Member Name 
	
	Member Position Title

	Habitat for Humanity EKC
	
	Office, Construction Sites, and Community Locations

	Sponsoring Agency
	
	Service Site

	Andy Varyu, Volunteer & AmeriCorps Manager
	
	425.869.6007 

	Project Supervisor, Title
	
	Project Supervisor Telephone Number

	Mary Martin, Director of Resource Development 
Gena Guillen, Special Events & Communications Ofcr.
	
	
425.869.6007

	Site Supervisors

	
	Site Supervisor Telephone Number

	October 1, 2012*
	
	August 15, 2013*                (*term dates have not been finalized)

	Start Date
	
	End Date



Program & Site Description: Habitat for Humanity of EKC (HFHEKC)’s mission is to empower families, build community, & create hope through an aggressive home-building ministry.  Our goal is to lay a foundation for a stronger community by working with people who are dedicated to building a better life for themselves.  To achieve this goal, we depend on donated land, labor, money, & materials from individuals, faith communities, & local businesses.  Volunteers of all skill levels work together with the homeowners, Habitat staff & AmeriCorps in a cooperative partnership to construct our homes. 
Hospitality is central to the HFHEKC AmeriCorps program – both in striving to provide stellar volunteer and family experiences that build community and change lives, and also in supporting our AmeriCorps members in a solid, developmental, enriching year of growth toward greater opportunities in the future. Our AmeriCorps are at the front lines of serving, recruiting, training, guiding, supporting, retaining, and recognizing volunteers – who provide 90% of the labor on the quality homes we offer low income families. The program requires a great deal of dedication as our AmeriCorps members are Ambassadors to our community, serving in physically and socially intensive roles while embodying the ethic of service that AmeriCorps stands for. 
HFHEKC is an affiliate of Habitat for Humanity International, which operates independently but has the same mission & goals.  The Eastside chapter is one of over 35 Habitat affiliates in Washington State.  During the 2011-12 AmeriCorps service term HFHEKC plans to build new homes in Renton and Carnation, as well as complete Neighborhood Revitalization Initiative (NRI), A Brush with Kindness (ABWK), and other non-new home construction projects throughout E. King County. 
Member Duties & Responsibilities: The Community & Campaign Coordinator (CCC) will support all aspect of the Resource Development department’s work, including fundraising, marketing, events, and community outreach throughout East King County. Events responsibilities will include coordinating marketing and events committee meetings, keeping and distributing minutes, and following up with committee members on to-dos and deadlines.  The position will also help to plan, find volunteers for, and carry out numerous events created by our Resource Development department, working closely with our Special Events and Communications officer. Marketing duties will include creation of materials, participation in coordinating marketing campaigns, and soliciting volunteers and taking minutes at the Marketing Committee meetings. Fundraising activities will include helping to orchestrate mailing campaigns including finding volunteers, providing logistical and marketing support at fundraising events, and assisting with the donor database. Community outreach will include seeking, fielding inquiries, and responding to speaking and tabling requests throughout the community; recruiting and training our corps of “Habitat Ambassadors” to assist with such events; and outreach to specific volunteer and donor groups including specific churches, businesses, demographics, VIPs, and other community groups with which we are seeking to build relationships. On occasion, the CCC will also attend construction site volunteer days where other Volunteer Services Department personnel are not available, to greet and provide hospitality for volunteers, and share background on Habitat beyond their construction duties. 

Location & Hours of Service: 
	Day of Week
	Start Time
	Length of Meal Break
	End Time
	Location of Service
	Hours per day* 

	Sunday
	off
	
	
	
	

	Monday
	8am
	
	4:30
	Office 
	8

	Tuesday
	8am
	
	4:30
	Office
	8

	Wednesday
	8am
	
	4:30
	Office or Onsite
	8

	Thursday
	8am
	
	4:30
	Office or Onsite
	8

	Friday
	8am
	
	4:30
	Office
	8

	Saturday
	off
	
	off
	
	

	
	
	
	
	Total Hours for the Week:
	40


* Not including meal breaks

Alternative Schedule: 
Occasional Sunday, Monday and evening service or trainings required, with advance notice and planning. 

Supervision: The CCC member works under the direct day-to-day supervision of the Communications and Special Events Officer, Gena Guillen, and also work closely with Mary Martin, Director of Resource Development.  S/he will report to Andy Varyu, Volunteer & AmeriCorps Mgr, for overall HFHEKC AmeriCorps Program requirements.  Details for reporting and communication requirements are outlined in the HFHEKC AmeriCorps Program Policies & Procedures.

Required Training: AmeriCorps Orientation; HFHEKC Orientation; CPR & First Aid; Construction Safety; CERT; Basic Construction Skills & Tool Handling; Volunteer Leadership; Team Building Events; Effective Communication/Conflict Resolution; Diversity Training; Life After AmeriCorps.

Disaster Preparedness & Response: All HFHEKC AmeriCorps will participate in Community Emergency Response Training (CERT) & will be on call to aid the community in the event of a state or national emergency.

Required Reporting: Completion of percentage tracking and AmeriCorps time sheets (to be submitted to the Volunteer & AmeriCorps Program Mgr on the 15th and last day of each month); comment cards and surveys; online WSC assessment surveys; HFH EKC staff and training evaluations.  The CCC will also be responsible for reporting periodically on feedback gained from the community and any issues requiring attention with Habitat Staff Members and departments as appropriate.

Service Conditions: The CCC member will work closely with people of diverse backgrounds and abilities.  He/she will work in the office, on the construction sites, and at various locations throughout the community. While on the construction site, safety of self and others is first priority.  Personal safety equipment is provided to all AmeriCorps members including 2 pairs of safety glass, ear plugs, 3 pairs of gloves and a hardhat.  Work is often physically demanding, strenuous and, at times, fast paced.  When working onsite, members are responsible for providing themselves with rain gear and appropriate work boots (reimbursement stipend provided.) 

Qualifications: This position requires a strong blend of an outgoing, personable demeanor, and a strong affinity and aptitude for the planning and logistical functions required for resource development of a nonprofit organization. Ideally, the CL will have some background or training with Habitat for Humanity, public speaking, campaign organization, marketing, and strong office/administrative skills. Proficiency with Microsoft Office Suite including publisher, a fundraising database, and some experience with Adobe Creative Suite software is ideal; if not, candidate should be a quick learner and interested in developing these skills.  Members will be required to work closely and sensitively with people of diverse backgrounds. Members should have leadership experience or a strong background in a people related field and the ability to comprehend new information on relatively quick basis. All AmeriCorps members are expected to be considerate, inclusive and supportive of their teammates during their service term. Members are expected to communicate personal needs and boundaries clearly and effectively. Construction experience is not expected, although a positive attitude, taking initiative, and the ability to adapt is.

All of the above duties and responsibilities are required of this position, subject to ADA Requirements. All position requirements listed indicate the minimum expectations, level of knowledge, skills and/or abilities deemed necessary to perform the duties proficiently. This position description is not to be construed as an exhaustive statement of duties, responsibilities or requirements. Individuals may be required to perform other position-related instructions as requested by their supervisor. 



	Member Signature
	Date
	
	Project Supervisor Signature
	Date

	WSC Program Coordinator Signature
	Date
	
	Site Supervisor Signature 
(If applicable)
	Date
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