Central Texas Opportunities, Inc.

Job Description

Revised 05/07/2018
JOB TITLE:  VITA Program Coordinator/RSVP Volunteer Coordinator
Exempt (Y/N):  


Introductory period: 180 days

Supervisor:  



Work Period: 
SUMMARY: Coordinate, facilitate and monitor the Volunteer Income Tax Assistance activities of the CTO, Inc. sub-grantees in the Coalition for Financial Empowerment. Manage all aspects of VITA within the CTO VITA. service area. Provide leadership in planning, designing, implementing and evaluating program systems and in representing the agency.  Assist the RSVP Program Director with the daily management of the Retired and Senior Volunteer Program. Under the direction of the RSVP Program Director, is actively involved with community organizations, RSVP volunteers and volunteer stations. Assist with project documentation including project reports and memoranda of understanding. Ensure
 compliance with federal regulations and Central Texas Opportunities, Inc. Policies and Procedures.
ESSENTIAL DUTIES AND RESPONSIBILITIES including the following:
Develop recruitment strategies to acquire CTO VITA volunteers to operate the program.

Coordinate training opportunities throughout the coalition leading to IRS certification for VITA volunteers at appropriate levels.

Recruit, train, support and supervise CTO VITA site coordinators and act in the capacity of VITA site coordinator when necessary.
Plan and implement volunteer recognition activities for CTO VITA volunteers and ensure volunteer recognition throughout the coalition.

Solicit appropriate community partnerships within CTO’s VITA area and in coordination with coalition sub-grantees, throughout the greater area for in-kind goods and services for VITA activities including but not limited to space, internet access, publicity and promotion, volunteer recruitment, equipment and supplies.

In coordination with coalition sub-grantees, develop and distribute publicity for CTO VITA activities such as press releases and advertising as necessary with all media including newspapers, radio, T.V., social media, etc. Order all CTO VITA advertising such as posters, flyers or banners.

Facilitate the development and maintenance of the website VITAFreeTaxes.org to serve as a focal point for all VITA activities throughout the coalition and provide a broad range of financial literacy educational topics and videos.
Develop new CTO VITA sites as appropriate.  

Maintain positive relationship and regular contact with the assigned IRS SPEC.

Monitors CTO VITA and coalition sites to assure compliance with all IRS VITA requirements.

In consultation with coalition sub-grantees, develop and administer VITA program budget.

Act as a spokesperson for the VITA program with Executive Director approval.

Recruit, select, orient and place RSVP volunteers with volunteer stations.

Conduct training individually and collectively to all RSVP volunteer staff and conduct monthly site visits.

Assist with formal and regular recognition of volunteers, organizations and individuals who have contributed to the support of RSVP.

Assist with the planning and development of RSVP operations.

Work in cooperation with Central Texas Opportunities, Inc. RSVP Advisory Council members and volunteer station staff to obtain resources for programs.

Provide ongoing support to volunteers

Assure program contract and regulatory compliance..

Prepare and maintain records and reports as needed.

Oversee care and maintenance of facilities, equipment, etc.
Write grants to develop new funding sources.

Must have the ability to establish good working relationships and work harmoniously with others, both as a team and independently.

Ensure consistency in service delivery across program areas with attention to inclusive practices and integration of component areas.

Participate in development of program interagency agreements and contracts.

Establish and maintain relationships and collaborations with community agencies and partners.

Prepare and deliver formal presentations to clients, staff, Board of Directors and community groups to provide information, ensure collaboration, and promote advocacy.
Attend interagency organizational and planning meetings as appropriate.

Participate in professional development activities and organized community events.

‘
Ensure compliance with program requirements.

Dress appropriately for the job and duties of the job.

Comply with agency procedures and policies.

Adhere to safety discipline and accountability policies and regulations.
Other duties may be assigned.

Qualification Requirement
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  The requirements listed below are representative of the knowledge, skill, and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and Experience
Must be 18 years old or older.  1) High School Diploma, or GED; and at least two years of college or 2) High School Diploma, or GED, with at least three years of experience in program management, advertising, recruiting, and/or public relations. Must be knowledgeable of the social, emotional, physical needs of low-income families, must have experience working with low-income families and the general public and be able to relate to families and to understand their needs and concerns. Excellent oral, written communication skills, including group presentations.  Good diagnostic, troubleshooting, and problem solving skills. Experience in the administration of agency or entity relative to assignment. Additional skills for compliance include:  Research skills, reporting research results, analyzing data, coordination and audit skills.

Language Skills
Must have ability to read and interpret documents such as Agency policies and procedures, program outlines and regulations, safety rules, operating and maintenance instructions, and procedure manuals.  Ability to write routine reports and correspondence.  Ability to speak effectively before groups of people, employees, or community organizations.  Ability to provide training on regulations, policies, and procedures.  Must be able to utilize the telephone to verbally communicate in an effective professional manner with the general public, agency clients, vendors and staff.

Reasoning Ability

Must have ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Must have ability to deal with problems involving several concrete variables in standardized situations.

Mathematical Skills

Ability to add, subtract, multiply, and divide in all units of measure, using whole

numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent
and to draw and interpret bar graphs.
Other Skills and Abilities

Ability to operate a personal computer, e-mail, word processing and appropriate software.  Must operate fax machines, calculators, typewriters, copier, and other office machines.  

Physical Demands
The physical demands described here are representative of those that must be met by employees to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the job.  While performing the duties of this job, the employee is regularly required to sit long periods of time and use hands and fingers to gather information, write, fax, data entry, telephone, keep his/hers working office clean and orderly.  Specific vision abilities required by this job include close vision, distant vision, peripheral vision, depth perception, and the ability to adjust focus.  Specific hearing and speaking abilities required by this job include listening to and talking to the general public, agency clients, vendors, and staff.  Sustained concentration and attention to detail and accuracy, along with ability to prioritize a complex workload.  The employee must be able to lift or move up to 25 pounds.
*This form reflects the general details considered necessary to describe the essential function of the job identified and shall not be considered as a detailed description of all the work requirements that may be inherent to the job.

Failure to comply with Personnel policies, job responsibilities, and functions, safety 

policies, can result in disciplinary actions up to and including termination.

This is an “At Will” employment and nothing contained herein is interested to create any contractual rights between Employer and Employee. Employee may be terminated at any time with or without cause.

_____________________________                                              __________________
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