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HUMAN RESOURCES / EMPLOYEE COMPENSATION

POSITION CLASSIFICATION - 1670

June 2000

POSITION TITLE:
Administrative Assistant Community Partnership Program

REPORTS TO:

Chief Personnel Officer and Director, Public Information

Objective: To monitor and provide support to K-12 activities and programs under the direction of the Community Partnership/Enterprise Activity Office.

Essential Functions:

1. Monitors and provides support to K-12 activities and programs under the direction of the Community Partnership/Enterprise Activity Office 

2. Develops working relationships with community groups, businesses and individuals in the Denver Metropolitan area to provide volunteers and resources for Community Partnership/Enterprise Activities programs in Denver Public Schools.

3. Serves as a resource for faculty/staff with tools related to volunteer program assessment and selection.

4. Develops and supports volunteer programs in a variety of applications within the Denver Public Schools.

5. Develops and conducts orientation and training for site supervisors and district volunteers.

6. Develops and conducts initial orientation for parents of involved students.

7. Resolves problems related to programs related to program implementation and development.

8. Works with program site supervisors to evaluate programs.

9. Uses new volunteer teaching methodologies and curriculum development related to volunteer activities, as directed.

10. Coordinates resources for development of volunteer and community group participation in K-12 schools.

11. Provides staff training for all aspects of the volunteer program.

12. Coordinates outreach and recruitment of volunteers.

13. Develops and implements a marketing plan for the volunteer initiative, and coordinates program promotion.

14. Maintains, evaluates and reports data on program effectiveness.  
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15. Provides periodic reports, and coordinates and schedules meetings.

16. Recommends changes in materials, equipment, supplies and technology to maintain and establish standards for quality of service delivery.

17. Performs other related duties, including special projects, as required or requested.

Education/Experience: Bachelor’s degree or equivalent. One (1) to three (3) years of related community service experience, preferably within a large school district or public sector employer.  Demonstrated experience working with students, and Public Affairs and Urban Community Development.  Strong communication and persuasive abilities, including verbal, written and presentation skills.  Demonstrated computer skills, including a strong background in statistical analysis.

Licensure/Qualifying Standards: None.

Performance: Demonstrated experience performing in compliance with established human resource and departmental policies regarding: attendance (absences, tardiness, sick leave and vacation use, and other scheduled or unscheduled absences); fingerprinting; dress code; safety; security, disaster and other policies, procedures and practices.  Demonstrated effective and diplomatic oral and written communication skills, in particular with students, parents and community groups.

Physical/Environmental Characteristics: Essential duties are routinely performed in a general office work environment and regularly require sitting at a work station/desk plus movement while completing paperwork or using computers, printers, calculators, copiers, fax machines and other business office machines and equipment.  Compliance to security and safety procedures, including use of Personal Protective Equipment (PPE), is required.  

