
MCADSV Education Coordinator

Reports to:  Projects Director 
Work Week/Location:  40 hours, M-F; Jefferson City Office
Employment Classification: Salaried, Exempt - Administrative

______________________________________________________________________    

Primary Responsibility

The MCADSV Education Coordinator is responsible for the development, coordination and delivery of trainings and the creation of training materials for members, related service providers, other professionals and the general public.  

Essential Functions

Under the direct supervision of the Projects Director and general supervision of the Chief Operating Officer:

1. Develop and provide culturally appropriate curricula and training materials for a variety of audiences regarding the multiple facets of the mission of the organization. This may include a variety of different delivery methods from lecture, facilitation, active listening, online learning, and written word.
2. Coordinate the organization’s efforts in the development and provision of MCADSV trainings, the Annual Conference, and regional trainings, including communication with trainers, site scheduling and related planning.  

a. Assess general requests for training regarding domestic and sexual violence and determine if organization’s resources can meet the need. 
b. Coordinate organization’s resources to meet requests. 

c. Negotiate contracts for training on behalf of MCADSV. 

d. Represent the organization in collaborative training ventures with partnering agencies. 

3. Recommend updates and changes to incorporate innovative means to provide a wide variety of learning formats for a varied audiences. 

4. Maintain and revise database and procedures for training registration and online learning modules. 

5. Provide administrative oversight of departmental budget. 

6. Ensure the regular evaluation of trainings and training/educational materials. Stay abreast of changes in evaluation best practices and update to maintain relevancy of evaluation process. 
7. Receive requests by telephone, mail or e-mail, analyze requests, provide information requested or refer to appropriate staff.

Additional Responsibilities

1. As needed and as assigned.

Qualifications:  Must have excellent communication skills. Previous training experience required. Project and team management experience required. Experience in domestic violence and/or sexual assault victim advocacy required.  Degree in related field preferred.  
Working Conditions

· Forty (40) hour workweek, extended hours may be required to meet deadlines.

· Requires travel to customer locations both in/out of town. Requires conducting trainings in a variety of venues and under a variety of conditions.
· Employee may be exposed to outdoor environments and may not be protected from weather conditions.

· Employee may be exposed to moving mechanical parts, moving vehicles, or electrical current.

· The noise level in the work environment may be of sufficient noise to cause the employee to be distracted.

· Some evenings and weekends may be required based upon business demand.

Physical Requirements

· Standing or sitting for long periods, bending, stooping, occasional lifting, walking, climbing stairs, kneeling, squatting, crouching, balancing, and lifting of more than 10 lbs.

· Must have ability to travel to training venues using a personal vehicle, safely, maintaining proper licensing and insurance coverage, and following company policy.

· Ability, on a consistent basis, to perform work activities requiring cooperation, instruction, persuasion, or speaking with others.

· Ability to communicate effectively in person, on paper and by telephone with customers.

· Regular use of telephone equipment required.

Personal Characteristics

The successful individual will demonstrate the following:

Communicate Effectively: Speak, listen and write in a clear, thorough and timely manner using appropriate and effective communication tools and techniques. Must be comfortable in front of both large and small groups. 

Behave Ethically: Understand ethical behavior and business practices and ensure own behavior and that of others are consistent and in align with the values of the organization.

Build Relationships: Establish and maintain positive working relationships with others both internally and externally to achieve the goals of the organization.

Focus on Client Needs: Anticipate, understand, and respond to the needs of customers to meet or exceed their expectations.

Make Decisions: Assess situations to determine the importance, urgency and risks, and make clear decisions which are timely and in the best interests of the organization.

Organization: Set priorities, develop a work schedule, and monitor progress towards goals, and track details, data, information, activities. 

Technological Aptitude: Understand software applications and maintain skills necessary to effectively perform key responsibilities through use of programs and media used by organization.
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