Illinois Coalition Against Domestic Violence

Job Description

Job Title:  DIRECTOR OF TRAINING AND PUBLIC EDUCATION
Classification:  EXEMPT 
Supervisor:  EXECUTIVE DIRECTOR
Work Performed/Position Responsibilities:

1. Develop and proofread a variety of difficult materials.
2. Develop curriculum for presentations to domestic violence advocates and other professionals working with survivors of domestic violence and their children.
3. Oversee implementation and supervision of Training Institute and public education projects, including but not limited to annual report of ICADV and homicide data report.
4. Represent ICADV on a variety of statewide committees and task forces related to domestic violence services and partner abuse intervention services.
5. Supervise and perform annual evaluation of Training Institute staff.

6. Act as ICADV representative to other organizations impacting domestic violence issues, as determined by the Executive Director.
7. Provide reports as needed on training and public education projects.

8. Staff ICADV committees as assigned by Executive Director.
9. Maintain ICADV compliance with Illinois Certified Domestic Violence Professionals training site standards. 

10. Participate as ex-officio member of the Illinois Certified Domestic Violence Professionals Board of Directors and Standards Committee as needed.  

11. Perform other duties as may be necessary or assigned by the Executive Director.

Knowledge Requirements:

· Comprehensive understanding of domestic violence including experience working in a domestic violence service agency.
· Knowledge of practices that benefit survivors of domestic violence and their children and an ability to advocate for those practices.
· Knowledge of the Illinois Coalition Against Domestic Violence or similar nonprofit organization.
· Basic knowledge of conference planning.
Skills Requirements:  

· Excellent oral and written communication skills which demonstrates a commitment to professionalism.
· Excellent organizational skills and attention to detail.
· Ability to understand and interpret complex rules and regulations.

· Ability to manage multiple projects simultaneously.

· Appropriate conflict resolution methods which lead to positive solutions.

· Comprehensive knowledge in a variety of software applications including but not limited to word processing, Microsoft Excel spreadsheets, Microsoft Access databases, Adobe Acrobat and web editing software such as Adobe Dreamweaver.
· Basic understanding of other Adobe applications such as Adobe Photoshop and InDesign beneficial. 
· Excellent critical thinking skills.  

Physical Requirements:

· Occasional lifting of light boxes may be requested.

· Ability to drive oneself or secure reliable transportation to reach all areas of Illinois.
· Ability to manipulate configuration of standard computer and other audio-visual equipment.
· Ability to regularly work off site as needed.
Special Demands:

· Willingness and ability to travel with occasional overnight stays.

· Must be able to secure reliable transportation, including driver’s license and proof of insurance if necessary when travel is required.

· Ability to work in fast-paced, non-smoking, feminist-centered environment.
· Ability to work cooperatively with a variety of people as well as independently with minimal supervision.
· Must maintain certification from the Illinois Certified Domestic Violence Professionals. 
Sources:

· The Director of Training and Public Education takes direction from, reports to, and is evaluated by the Chief Operations Officer.  

Accountability:
· The Director of Training and Public Education is responsible for the supervision and evaluation of the Training Coordinator(s).
· The Director of Training and Public Education is responsible for directing the development of training agendas implemented by the ICADV Training Institute for over 700 participants annually.

· The Director of Training and Public Education exercises independent critical thinking to advocate with outside organizations for improvement policies and procedures for survivors of domestic violence and their children.
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