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Job Title:
Youth and Family Program Coordinator

Job Type:
Full Time (40hours/week) and Part Time (20hours/week) positions available

Classification:
Youth Development

Industry: 

Non-profit

Compensation: 
Dependent upon qualifications

Description of Duties and Responsibilities

Coordinate the development and implementation of the Center for Pan-Asian Community Services Youth and Family Program Services.  This may include working with elementary, middle and high school youth for academic improvement and youth empowerment.

· Provide staffing, guidance, and oversight at Youth and Family Program sites

· Provide Life Skills Training to after school youth 

· Provide academic tutorial to youth in after-school programs

· Recruit and lead quarterly parent and family meetings/workshop

· Maintain monthly reports for youth programs/services 

· Provide Youth Program Director with monthly reports

· Assist Youth Program Director in supervising federal and private grants and in-house projects, including collaboration with and reporting to funders, grantees, and partners

· Attend community and outside agency meetings as required and needed by grantors/funders and the community

· Other duties as assigned

Qualifications

· BA or BS degree

· Experience working with youth and parents

· Excellent oral and written communication skills

· Ability to self-motivate, initiate project activities, and manage multiple tasks

· Experience in planning, organizing and facilitating community forums and youth projects

· Fluency in word processing, PowerPoint, Internet, Database, and spreadsheet operations

Recommended

· Some Supervisory experience 

· Budget and Financial experience

· Diversity Training

· Fluency in English and another language 

Job Contact Information

Yotin Srivanjarean, Youth Program Director

Center for Pan-Asian Community Services Inc

3760 Park Avenue, Doraville, Georgia 30340

Phone 770-936-0969 ext. 25 Fax 770-458-9377

yotin.srivanjarean@cpacs.org

www.cpacs.org 

