Recruitment & Enrollment Specialist, Operation Bigs-Camp Pendleton, Temporary

REPORTS TO: Program Manager – Site-based Programs

FLSA STATUS:

 Exempt     

 Full Time  
 Temporary – 6 months

JOB SUMMARY:

Essential to the BBBS brand, the primary function of this position is to recruit and enroll volunteers from community groups and organizations and active duty military personnel and veterans to serve as mentors to children of military families in the Operation Bigs (OB) site-based programs serving Marine Corps Base Camp Pendleton. A high-level of customer service and execution of independent judgment, focusing on volunteer options and child safety utilizing BBBS standards, is to be demonstrated throughout the volunteer enrollment and matching process.  This position will also assist the OB MSS in matching and providing match support to the military children in the Operation Bigs program to ensure child safety, positive impacts for youth, constructive and satisfying relationships between children and volunteers, and a strong sense of affiliation with BBBS on the part of volunteers.  This position may be asked to perform duties within all Service Delivery Model (SDM) functions (CRS, E&MS, and MSS) and any program (Community based and Site-based).

Performance Measures: The successful incumbent will produce positive outcomes in the following areas:  produce professional assessments and matching recommendations for child and volunteer applicants, help maintain overall child safety, recruit quality volunteer inquiries, maintain agency standards for inquiry to interview yield rate, volunteer yield and processing time, and match supervision rate; develop new partnerships, deliver effective presentations, develop and maintain positive working relationships, and achieve individual and team goals set on a monthly and annual basis. 

JOB RESPONSIBILITIES:

1. Effectively recruit volunteers 
a. Research names and gather contact information of possible volunteer sources. 

b. Schedule, attend and prepare materials for initial solicitation meetings.

c. Conduct engaging and effective recruitment sessions; prepare and send follow-up information in a timely manner.

d. Work with Customer Relations Specialist (CRS) to update Operation Bigs recruitment information on all external websites or databases. 

2. Identify and implement best practices to ensure most effective and efficient recruitment process.

3. Collaborate with other teammates to ensure smooth transition among functions, meeting with specialist and management teams as needed to determine recruitment needs.

4. Respond to all volunteer inquiries within 24 hours of receipt.  Assess volunteer “fit” to BBBS and to either CM or OB programs. Conduct volunteer enrollments, including orientations, interviews, and completion of any other enrollment processes. Assess the necessity of home visits and complete as indicated.  

5. Review and follow-up on references as necessary to gain additional data to complete the assessment process.  

6. Conduct client enrollments including parent/child interviews, child safety education as needed. Assess and refer families for alternative or additional services as needed.  
7. Ensure a high-level of proficiency and skill in applying child safety and risk management knowledge, policies and procedures throughout all aspects of job function.  Identify child safety issues for volunteers, children and their families. 

8. Conduct volunteer and client reassessments/updates as indicated. 

9. Identify and eliminate any barriers interfering with the completion of the enrollment process.

10. Provide comprehensive assessments and match support recommendations for volunteer and child participation in the program based upon assessments of each individual volunteer.  Maintain accurate and timely records for each match according to standards and utilize technology to report, synthesize and analyze data. 
11. Match volunteers and children based on interests and skills and assist OB MSS in facilitating Match Introductions for OB matches.

12. Assist OB MSS with weekly Operation Bigs sessions at BBBS partners’ sites as needed.

13. Other duties as assigned.
JOB QUALIFICATIONS:

Minimum Bachelor’s degree required; communications, marketing, social services, human services or related field preferred.   Experience working with both child and adult populations; specific assessment, intake or interview experience preferred.  Proficiency in Microsoft Office; including Word, Outlook, PowerPoint, and Excel. Must have advanced verbal and written communication skills as well as advanced presentation, listening, interpersonal, and organizational skills reflecting solid customer service both in-person and telephone.  
REQUIRED SKILLS AND ABILITIES:
Must be able to work independently without close management while contributing as a positive team member; possess a strong mission focus; must have flexibility in scheduling for appointments (some evenings and weekends will be required).  Must be able to obtain transportation to get to designated meetings throughout the county. Excellent relational assessment skill.  Verbal and written communication skills that reflect solid customer service.  High-level interviewing skills; ability to: form appropriate assessment-based relationships; relate well in multicultural environments; maintain confidentiality throughout daily operations; effectively collaborate with other volunteer match staff; use time effectively; and focus on details.  Ability to collect meaningful data and draw solid conclusions. 

WORK ENVIRONMENT:

 Routine office environment   Satellite Office/Location 
  Local Travel Required

PHYSICAL DEMANDS: 

Ability to sit in meetings for long periods of time.  Ability to work effectively using a personal computer for long periods of time.  Ability to lift up to 25 lbs.

The above statements are intended to describe the general nature and level of work being performed by individuals assigned to this position.  They are not intended to be an exhaustive list of all duties, responsibilities, and required skills.  Contents may be subject to change to meet the needs of the organization.
