Montana Coalition Against Domestic and Sexual Violence

PO Box 818, Helena MT 59624

406.443.7794        Fax 406.443.7818


JOB TITLE:


Membership Outreach Coordinator
WORK STATUS: 

Exempt, 1.0 FTE

Job Responsibilities:
Member Services:

· Develop goals and objectives for domestic and sexual violence prevention/intervention projects and coordinate their implementation.

· Provide outreach and technical assistance to MCADSV members and affiliated organizations regarding best practices and emerging trends in domestic and sexual violence prevention/intervention.
· Respond to technical assistance requests from members and the general public as needed. 
· Conduct periodic surveys of member’s needs and interests to determine technical assistance and training needs for further program development. 

· Develop, organize, and facilitate two MCADSV membership meetings per year.

· Assist the regional representatives in the coordination and facilitation of at least one regional meeting (for each region) per year.
· Maintain regular contact with the Regional Representatives and Task Forces.

· Process scholarship requests from MCADSV members for trainings and events. 

· Maintain contact with Courtwatch sites and serve as lead contact person for Courtwatch TA Project. 

· Screen incoming journals, newsletters, videos, training manuals, etc. for inclusion in the MCADSV library; organize and maintain these materials that are not entered into the library.
· Design and publish the quarterly newsletter with assistance from other staff. 

· Organize and distribute information for the bi-monthly email alert to members; research funding sources for the funding alert.

· Recruit new and previous MCADSV members; process membership applications and payment; maintain the MCADSV membership database; and provide new MCADSV members with a welcome packet and receipt.
· Maintain updated and timely membership list to be provided to staff and Regional Representatives upon request.  

· Design and maintain MCADSV’s web site. 

Training and Curriculum Development:

· In collaboration with other staff, develop and implement curricula, workshops, conference themes and media materials that address domestic and sexual violence.
· Participate in the planning and facilitation of MCADSV’s Advocacy Institutes and other trainings/conferences in conjunction with the Training Coordinator and Public Outreach Coordinator.
· Upon request, provide training on a variety of domestic and sexual violence topics based on previous experience and acquired knowledge.

General:
· Provide systems advocacy to improve various systems’ response to domestic and sexual violence.

· Engage in social change to impact attitudes, values and behavior that contribute to domestic and sexual violence.

· Research and write articles and reports that address domestic and sexual violence prevention/intervention, best practices, and other topics as assigned.

· Serve as a staff liaison to a membership-based task force.
· Represent MCADSV on state, community, or regional committees as needed.
· Complete grant tracking and progress reports.
· Potential for increased responsibility and staff management based on performance and previous work experience. 
Qualifications Preferred

· BA/BS degree in related field or five years of full-time related experience or an equivalent combination of education and experience.
· Experience in supervising staff. 
· Experience in program development, community organizing, and community development.
· Experience in training curriculum development, training adults, and group facilitation.
· Experience in contracting with trainers, hotels and other event logistics. 
· Excellent computer and technical skills.
· Experience in website design and maintenance.
· Experience in research.
· Experience in systems and social advocacy.
· Experience with a domestic violence/sexual violence service delivery system.
Skills Preferred

· Excellent interpersonal skills, including demonstrated ability to:

1. Work cooperatively and effectively with other staff, community-based service providers, and other professionals.

2. Work independently and as part of a team.

3. Treat all people with dignity and a respectful attitude.

4. Deal effectively with diversity among people and a willingness to adhere to MCADSV philosophy statement. 

5. Accept, act upon, and offer constructive criticism.

6. Approach situations with a sense of humor.

· Ability to conceptualize, implement and evaluate new projects.
· Ability to interpret and respond to complex situations and provide clear, concise and timely solutions.

· Exceptional analytical skills.

· Exceptional speaking and writing skills.
· Understanding of research techniques.

· Considerable knowledge of the battered women’s movement and grassroots organizing.

· Understanding of feminist philosophy.

· Familiarity with the needs of domestic/sexual violence programs in Montana, including the needs of tribal or reservation-based programs and rural programs.

Perform other job related duties as assigned. 
WORK SITE:
MCADSV Helena office; Extensive travel is required in state. 
ACCOUNTABILITY:
Membership Outreach Coordinator reports directly to the Executive Director

COMPENSATION:

$30,000 starting salary
BENEFITS:
Health Insurance, annual leave, personal leave, sick leave, medical flex account, travel reimbursement, and retirement (after 6 mo.).

PROBATION PERIOD:
6 months
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