United Way Escambia
Position Description

Latest Revision Date:		November 2013
Incumbent/Candidate:		New Position
Position/Title:		Financial Stability Volunteer Coordinator VISTA
Reports to:			Directly to the Volunteer/Community Engagement Manager (VCEM)
Pay Grade:			Stipend
Exempt/Non-exempt:			Non-exempt
______________________________________________________________________
General Description:
The focus for the financial stability initiatives a United Way of Escambia County is that all individuals and families have access to Financial Literacy resources and are educated on how to become economically self sufficient and build financial stability for their household.  The FSVC will be housed at United Way of Escambia County, and will work closely with key community based organizations and government to surround youth, individuals, and families with resources to increase financial stability. 

The primary responsibility of the Financial Stability Volunteer Coordinator (FSVC) VISTA is to manage the recruitment and placement of volunteers, program development and sustainability of VITA/MyFreeTaxes programs and the collaboration with community partners, businesses, and local government.  The preferred candidate would have served as an AmeriCorps VISTA previously within the last 3-4 years.

Primary Duties include:
· During tax season, receive training in low-income tax preparation and support the VITA program at United Way of Escambia County (55%)
· Primary duties would be to manage the day-to-day operations of the VITA Volunteer sites, schedule and manage volunteers with the VITA Volunteer Site Coordinators, conduct quality assurance reviews, and ensure the success of the VITA program. The FSVC assesses and troubleshoots challenges associated with the support of clients using the VITA sites and ensures volunteers are able to successfully complete tax assistance to the client’s satisfaction. The FSVC will have advanced certification and some prior VITA or volunteer experience is preferred so that the FSVC can resolve client issues within the required 24 hour time period.  
· Collaborate with organizations on community education and outreach, including workshops, presentations, financial literacy classes and appearances at community events (20%).
· Network with community partners to identify top financial literacy, workers’ rights, and asset building needs and topics. Gather, review, adapt and create related prevention-oriented community education materials in. (10%)
· Identify financial literacy classes, types of classes, and the current population being served.  Research how to fill gaps, and collaborate with community partners’ promotion of scheduled classes, and providing those resources to youth, individuals, and families (10%)
· Collaborate with the Marketing Director on communication strategies to keep community partners engaged through regular emails or web-based social media (5%)

Qualifications:
· Have strong communication skills, both written and verbal
· Be comfortable speaking in front of groups
· Have excellent interpersonal skills
· Be comfortable working in a multi-cultural setting, sensitive to language and cultural issues
· Have excellent organizational and problem-solving skills
· Have strong computer skills and excellent attention to detail
· Have some knowledge of internet communications tools
· Be a self-starter in developing and carrying out activities
· Be able to take initiative and work independently, as well as in a team
· Have some knowledge of low income issues and a commitment to social justice
· Have a valid driver’s license and reliable transportation

Preferred Qualifications:
· Served as an AmeriCorps VISTA previously within the last 3-4 years, and completed full term
· Previous volunteer experience, employee management experience, and/or VITA  experience


Stipend and benefits 
AmeriCorps VISTA will receive a monthly stipend plus health coverage, child care assistance and student loan deferment while in service. Members who complete their year of service are eligible for an additional educational bonus of $5,550 or a cash bonus of $1,500. See more about VISTA benefits here.

One year position
This is a one year commitment to serve as an AmeriCorps VISTA with United Way of Escambia County.   Preferably this position would have an immediate start date.

Application instructions 
To apply, please email a cover letter and resume to:

Lyndi Smith, Volunteer and Community Engagement Manager
United Way of Escambia County
Lyndi@unitedwayescambia.org

Please include in the subject line: “AmeriCorps VISTA Financial Stability Volunteer Coordinator” 


Application Deadline:  December 19, 2013

