NOW OPEN: 1 Full-time + Benefits, Mentoring Specialist
Big Brothers Big Sisters of Johnson County[image: ]3109 Old Hwy 218 South
Iowa City, IA 52246
PHONE  319-337-2145
WEB  www.bbbsjc.org
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Previous Experience Desired
Experience working with children and adults from diverse ethnic, racial, and socioeconomic backgrounds

Skills and Qualities Needed
· Ability to organize and carry out an independent plan of work, including several phone contacts per day
· Excellent communication skills with families, youth, and volunteers
· Dependability and dedication
· Ability to adapt to and contribute to a dynamic work environment
· Spanish fluency is not required but highly valued
Job Responsibilities
· Provide support, supervision, and resources for a caseload of mentoring relationships, including mediating concerns and promoting positive youth development
· Orient, interview, and evaluate prospective volunteer mentors
· Enroll new children and families
· Screen program applicants, assess compatibility, and introduce new mentors to their Little Brother/Sister and their family
· Maintain regular contact with all parties according to program policy and national standards
· Document all interactions in a timely and thorough manner
· Prepare reports as requested 
· Assist in planning/execution of monthly “Match Events”
· Early evening hours will be required for appointments and contact with families (1-2 evenings/week after 5:00 pm). Evening hours will also be required 1-2 times/month for group activities (5:00 pm - 8:00 pm)

Education
Bachelor’s Degree

Other Requirements
Satisfactory completion of criminal background and driving record checks. An arrest or conviction does not automatically disqualify any applicant. Proof of current automobile insurance is also required prior to first day of work.

Salary Range and Benefits 
FT: $30,160 - $32,000 @ 40 hour/week, dependent on education/experience. Excellent health and retirement benefits, generous holiday schedule and vacation/sick leave accrual policy
											

Application Instructions 
Submit resumes and completed application (available at www.bbbsjc.org) by Tuesday July 28 at 5:00 PM to Daleta Thurness, Executive Director 
Email: 		daletac@iastate.edu 
–or– 	Mail:  		Big Brothers Big Sisters of Johnson County
3109 Old Hwy 218 South
Iowa City, IA 52246
In accordance with Federal law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, disability, and reprisal or retaliation for prior civil rights activity. (Not all prohibited bases apply to all programs.)  Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication for program information (e.g., Braille, large print, audiotape, and American Sign Language) should contact the responsible State or local Agency that administers the program or USDA’s TARGET Center at 202-720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at 800-877-8339.
                To file a program discrimination complaint, a complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form, which can be obtained online at https://www.ocio.usda.gov/document/ad-3027, from any USDA office, by calling 866-632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by: Mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 Independence Avenue, SW Washington, D.C. 20250-9410; or Fax: 833-256-1665 or 202-690-7442; or Email: program.intake@usda.gov.
This institution is an equal opportunity provider.					(Over page 2)
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