CTE
JOB DESCRIPTION

JOB TITLE:


Administrative Coordinator
DEPARTMENT:

Education and Youth

REPORTS TO:

Director of Education & Youth
Position Concept:

CTE, Inc. is a multi-programmed Community Action Agency serving the communities of Darien, Greenwich and Stamford.  The Administrative Coordinator assists with organization, planning, monitoring, and facilitating the flow of activities, reporting and program outcomes for the unit.
Essential Functions/Responsibilities:
· Provide administrative support and services to Director
· Prepare and maintain files for staff and participants 
· Prepare and maintain participants payment records
· Assist Director in monitoring overall program budget
· Assist in implementation of monthly parent meeting
· Coordinate academic, social and cultural field trips
· Assist in program recruitment process
· Work with component staff and leadership in establishing and maintaining efficient operational procedures and consistent policies 
· Other special projects as assigned
· Assist staff in monitoring students; especially in the absence of teachers or youth workers
· Assist with the translation of all documents
· Assist the Educational Coordinator with the A Plus system
Principal Accountabilities:
· Meeting all required goals and outcomes

· Making referrals for additional services 

· Completing required programmatic reports

· Participate in monthly Case Management staff meetings

· Work as liaison to Hispanic customers & CTE families

· Assist with youth development and implementation of after school and summer enrichment activities
Qualifications:
· Bachelors Degree in Business or related field or three to four years of related experience in lieu of Bachelors Degree

· One (1) year of experience 

· Excellent written and verbal communication skills a must

· Spanish and Creole proficiency preferred
Special Notations/Terms & Conditions:
· Full Time
· Exempt 
· Some travel required

· Overtime and weekend work will be required
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