M A C S A

Mexican American Community Services Agency, Inc.

Job Announcement

Title:   
Program Specialist 
Program:
After School Programs; Prevention Services 

Reports to:
Program Coordinator
Location:
MACSA Youth Center-Site vary in Gilroy
Salary:
Grade 20-22, $13.27-$19.16 per hour 

 
Non-exempt, Part-time, 17.5 – 18.5 hours per week

This position is recognized under a collective bargaining unit agreement 

*Work schedule is parallel to school year          

______________________________________________________________________


PURPOSE OF THE POSITION:

Under the supervision of the Program Coordinator, the Program Specialist will have an emphasis in recruiting students, coordinating with teachers, tutoring youth, providing quality life skills to youth and doing necessary paperwork for funding purposes.

BACKGROUND:

MACSA Prevention Services offer fun, safe, and caring environments where all youth can laugh, play, dream, hope, learn and grow. Through community partnerships, MACSA Prevention Services is committed to guiding, empowering, and leading youth towards acquiring the knowledge and skills necessary to realize their fullest potential. 

DUTIES AND RESPONSIBILITIES:

1. Plan and implement activities that support MACSA’s Core Assets:  Health, Education, and Culture.
2. Provide participants with academic support through enrichment activities, and assist in developing cultural and community activities.
3. Support field trips, recreational activities as well as arts and crafts.
4. Monitor student’s performance through regular communication with student’s parents and teacher.
5. Assist with planning monthly activities calendar for site.
6. Prepare work plans and materials needed for children activities.
7. Ensure that program reaches its Daily Average Attendance Goal.  
8. Acquire all necessary attendance figures and grades.
9. Recruit youth into program and maintain high attendance to satisfy funding requirements and implementing an on-going recruitment plan.
10. Plan, develop program action plan, curriculum, and program activities and facilitate educational workshops.
11. Provide orientation and assessment to youth and ensure the successful implementation of the scope of work.
12. Conduct telephone and personal follow-up for participants as required.
13. Develop and maintain communication with participants and build relationships with parents.
14. Ensure that there is a seamless delivery of services with other MACSA services and in the community.
15. Participate in staff meeting, in-service workshops and collaborative meetings.
16. Generate reporting information to MACSA administration as needed to evaluate program performance; participate in agency evaluation process. 
17. Attend trainings that will enhance the program.
18. Submit quarterly program reports and turn in all required paperwork on a monthly basis.
19. Assist with community education and presentation of program service. 
20. Be liaison between MACSA and respective school site.
21. Provide leadership opportunities and community service projects.
22. Other duties as assigned.
MINIMUM QUALIFICATIONS:

1. Must have a minimum of 48 college credit units or an AA degree.

2. Sensitive to the needs of at-risk youth.

3. Ability to record student progress. Keep records and statistical information.

4. Available to work afternoon hours and some evenings or weekends.

5. Strong public speaking and teaching skills.

6. High School Diploma with at least 1-year experience working with youth.

7. Bilingual English/Spanish preferred.

8. Basic computer skills.

9. Must have a Valid California Driver’s license issued by the State Department of Motor Vehicles with proof of insurance and clean driving record.
10. Must be able to sit, stand, or walk for a minimum of 30 minutes and able to lift 10lbs.
11. Uphold the mission, vision and core values of MACSA.
______________________________________________________________________________
Please send resume and cover letter to:

MACSA 

ATTN: Human Resources 

130 N. Jackson Avenue, San Jose, CA 95116
Or fax to:

(408) 928-1725/ (408) 928-1169
Or email: 

hr@macsa.org
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