COMMUNITY OUTREACH ASSISTANT
Town of Springerville                 




        Community Services Department
POSITION SUMMARY

The Community Outreach Assistant reports directly to the Community Services Director.  He or she will provide nutrition education, promote physical activity and healthy environments for youth and seniors living in low-income communities throughout the assigned area. They will work with schools to implement a nutrition-based program. Will be responsible for planning, implementing and evaluating the approved programs and material. Will be responsible for working with the low-income population to provide direct nutrition education and implementation of program strategies. Will prepares demographic and statistical reports, maintain contract files, respond to client questions, and communicate with the public and contract providers. This position is non-exempt under FLSA.

ESSENTIAL FUNCTIONS

· Provides program information to participants and perspective participants. 
· Prepares and Maintains accurate statistical information.  
· Provide Direct Education to target population
· Organize, promote and conduct nutrition and physical activity programs for youth and seniors
· Develop and implement appropriate lesson plans according to approved curricula
· Follow procedures for resource items including but not limited to recipes, incentive items and handouts
· Attend training and professional development courses as required
· Prepares and maintains contract file records
· Prepares monthly reporting
· Perform Outreach and Community Engagement
· Organize and plan for Food Bank commodities distribution
ADDITIONAL FUNCTIONS
· Assists other departments as the need arises. 

· Coordinates department activities with schools, and other city and county departments. 

· Performs other duties as deemed necessary or assigned.
CERTIFICATIONS
· Valid Arizona Driver’s License.
· DES Fingerprint Card required within 3 months of hire.
· CPR/ First Aid
POSITION REQUIREMENTS

Experience: Minimum of three years relevant experience working in community service role
Education: Associates degree preferred or any equivalent combination of experience and training that provides the required knowledge, skills and abilities. High School Diploma or GED 
Technical Skills:  Ability to multi-task and prioritize time effectively. Ability to communicate proficiently both verbally and in writing. Organizational, communication and public relation skills. Filing and organizational skills. Use of personal computer to include use of Microsoft office applications including Word, Excel and Outlook. Communicate effectively through email. Use various office equipment including copiers, scanner and fax machines.  Must be able to type a minimum of 60 words per minute.  
Problem Solving:  Moderate level of problem solving required.    
Decision Making:  Moderate decision making required.  
Supervision: None
Personal Relations: Spanish speaker preferred, requires good personal and communications skills. Communicate regularly with the staff and clients.   

Working Conditions:   Not on call.
Physical Requirements:  Low to moderate physical activity required to perform the daily duties of this position.  
Full Time/ Part Time: Full Time 
Benefits Eligible: Yes 

The specific statements shown in each section of this description are not intended to be all inclusive. They represent typical elements and criteria considered necessary to successfully perform the job.
The Town of Springerville is an Equal Opportunity Employer.

This job description last updated December 2019
