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YouthFriends- COORDINATOR’S JOB DESCRIPTION
Position: YouthFriends School District Coordinator

Reports To: School District Superintendent

Functional Area: = Management of YouthFriends in School District

Date:

I. Background

Established in 1995 as a pilot project in six school districts, YouthFriends connects caring adult
volunteers with young people in schools. Today, YouthFriends is a multi-state initiative whose
mission is to help young people succeed.

YouthFriends enables school districts and communities to implement and manage a school-
based volunteer effort that meets the highest quality national mentoring standards. At no cost

to the school districts, students or volunteers, YouthFriends provides school districts technical
assistance and resources including volunteer recruitment and marketing; volunteer screening;
volunteer, staff and school district training; evaluation; risk management protocols; and plan-
ning assistance. YouthFriends is ahead of the curve nationally and setting the pace locally for
linking caring adult volunteers with young people in schools. YouthFriends is a signature part-
ner of Mentor-National Mentoring Partnership and meets the national best practice standards for
quality mentoring.

In exchange for free ongoing technical assistance and materials, each participating school dis-
trict agrees to employ a YouthFriends School District Coordinator (and in some cases one or
more assistants) to manage the YouthFriends program within the district.

I1. General Function

School district coordinators administer and implement YouthFriends within a school dis-

trict. As the key point of contact within the district, coordinators oversee all components of
YouthFriends at the district level. Their function is to support the district’s commitment to
caring, adult role models as a community norm and to build and sustain relationships that help
connect caring adult volunteers with young people in schools.
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ITI. Specific Responsibilities

* Assists in the development of unified system to recruit YouthFriends volunteers for his/her
district

* Creates awareness and promotes YouthFriends to all district employees

* Creates awareness and promotes YouthFriends with the local community

* Recruits volunteers from within the local community and school district

* Assists principals, teachers, counselors and Building Liaisons in efforts to identify children
and youth who would benefit from a YouthFriend

* Facilitates volunteer placement by assuring that each volunteer receives a personal interview
and YouthFriends-sanctioned screening and training

* Coordinates district orientation and provides district-level training for volunteers. School
District coordinators are strongly encouraged to offer two trainings per month: one during the
day and one in the evening

* Provides ongoing support to recognize and retain YouthFriends volunteers

* Develops and distributes a YouthFriends school district newsletter

* Maintains records of volunteers and program activities within the district

* Supports evaluation process

* Regularly maintains time logs and data input in YouthFriends Volunteer Database

* Attends coordinators’ meeting, strategic planning and in-service training sessions

* Maintains clear lines of communications between the YouthFriends branch office and the
coordinator’s superintendent, as well as other key personnel

* Provides information about YouthFriends to school staff at the beginning of each year

» Recognizes efforts by district staff in supporting YouthFriends

* Demonstrates high ethical standards

* Champions positive relationships among adult and youth participants, school communities,
recruitment audiences and partners

* Meets volunteers’ needs

IV. Educational Experience/Training

This position requires a Bachelor’s degree or equivalent experience, as well as the following:
e Strong familiarity with community and involvement in community activities

* Experience working with and understanding school district operations

* Background in volunteer management

* Commitment to mission of YouthFriends and concept of school-based mentoring

Candidate should also be organized, flexible and able to handle many tasks simultaneously
* Excellent presentation skills
e Strong computer skills, familiar with Microsoft Word and Excel, e-mail and Internet browsers



