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Kids' Turn San Diego










4909 Murphy Canyon Road, Suite 515
San Diego, CA 92123


Kids’ Turn San Diego is a non-profit organization that brings peace to children and families experiencing family separations and military transitions. Our mission is to promote, support and secure the well-being of children experiencing family separations. We believe in honesty, integrity and open communication and are committed to teamwork and our mission.  Please visit www.kidsturnsd.org to learn more about our organization.
JOB ANNOUNCEMENT

Client Services Outreach Specialist 

Position Description
Reporting to the Program Director, the Client Services Outreach Specialist is responsible for providing administrative support, coordinating our key programs, maintaining client communications and databases, ensuring high quality customer service and collaborative partnerships and consistently delivering operational efficiency across all areas of the organization.

Key Duties and Responsibilities
· Coordinate and manage client related correspondence
· Coordinate and maintain client records, including but not limited to program registration paperwork, payment information, scholarship applications, and program completion certificates

· Prepare, coordinate and implement on-site program procedures, including but not limited to room set up/take down, on-site registration, accepting payments, monitoring client interactions, and site monitoring

· Coordinate all program supplies, including but not limited to curriculums, snacks, program activities and program materials, and ensure all supplies are in good condition and packed in advance of programs

· Oversee client related data collection, tracking and statistical reporting

· Maintain client confidentiality both verbally and in writing

· Create and sustain meaningful relationships with collaborative partners, current and potential referral sources, volunteers, and donors

· Attend community/collaborative meetings as assigned

· Assist in the development of marketing materials, both collateral and on-line
· Assist in maintaining social media, including but not limited to our website, Facebook page and LinkedIn

· Assist in event coordination activities

· Other duties as assigned

Knowledge, Skills and Abilities

· Demonstrated experience listening without judgment and responding in a respectful, helpful and professional manner

· Demonstrated experience to work independently and take initiative

· Demonstrated experience of excellent time management skills and ability to complete multiple tasks efficiently within timelines and due dates
· Is a team player, adaptable and flexible
· Demonstrates excellent written and oral communication skills with a friendly and professional demeanor
· Proficient in Microsoft Word, Excel, Publisher, Power point and knowledgeable in Wordpress
· Knowledge and skillful in various social media platforms 
· Bilingual English/Spanish preferred

Position Requirements  
· Bachelor's degree in social work, psychology or related field
· Minimum nine months direct service and/or program coordination experience 
· Must have reliable transportation for use during work hours (mileage reimbursement provided) automobile insurance and a valid California driver's license
· Criminal background check and TB Test prior to hire

Physical Requirements and Work Environment
The Client Services Outreach Specialist works in a climate controlled (air-conditioned/heated) office setting and sits at a desk with the opportunity for frequent stretch breaks.   During off-site program, meetings or event coordination activities, will be required to travel throughout San Diego County and the location may include periods of working outdoors. Position includes bending, stooping, standing, walking, and may lift materials and supplies weighing up to 25 pounds. Reasonable accommodations may be possible.  
Work Schedule
The Client Services Outreach Specialist is a part-time position working 25 hours/week (hours may increase). May be required to work Saturday mornings from 8am – 1pm and Thursday evenings until approximately 8:30pm. Schedule will be established upon hire.
Compensation
The salary range for this position is $16 - $18 per hour, commensurate with work experience, skills and educational background. Position includes mileage reimbursement for work related travel, 13 paid holidays (prorated for part-time employees) and 24 hours paid sick leave annually. This is a part-time, non-exempt (hourly) position.
To Apply

Please submit your resume and cover letter to Beth Sondak, Program Director via fax 858-521-0565, email Beths@kidsturnsd.org or mail to Kids’ Turn San Diego 4909 Murphy Canyon Rd., Ste. 515 San Diego, CA 92123 Attn: Beth Sondak. In your cover letter, please speak directly to your interest in working at Kids’ Turn San Diego and why our mission is important to you. Individuals who apply by April 25, 2016 will be given priority for consideration. Applications will be accepted until position is filled. No phone calls please.

Kids' Turn San Diego is an Equal Opportunity Employer
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