Intake Coordinator and Mentor Case Aide
Fatherhood Program

Responsible for managing and coordinating multiple aspects of the Fatherhood Program, pertaining specifically to the tracking and record-keeping of the program participants and providing direct support to the participants.
Administrative Responsibilities:
· Produce 80% attendance of Fathers for one-on-one counseling sessions, workshops and curriculum sessions.

· Generate weekly outcomes and reports and access at weekly meetings with Fatherhood Director of Programs.
· Track and maintain participants’ files, progress, milestones and tracking report (daily).

· Update files, reflecting where the participants are in the program.

· Intake of the new participants; providing them with all the necessary information that is required for them to participate in the program.

· Conduct home visits.

· Maintain regular commitment to participants.

· Meet with Fatherhood Director of  Programs weekly

· Attend Fatherhood staff meetings.

· Attend all program meetings.

· Attend two 4-day Residential Intensive and all trainings related to Residential Intensive.

· Attend YAR trainings

· Support with the production of workshops and trainings.

Mentoring Case Aide Responsibilities:

· Scheduling and confirming participants for visits, workshops/trainings and/or coaching calls bi-weekly. 
· Supporting participants in creating structures that will have them meet their At Stakes and their Projects, with personal goals pertaining to program.
· Having participants be and practice being their word: holding them accountable when they don’t keep their word and providing them with the space to create something new out of that.

· Must conduct home visits when necessary to fatherhood participants.

· Providing the participants with an objective ear and giving them the space to be themselves -- and, at the same time, not allowing them to fall into their same, ordinary routines that continue to keep them disempowered and held back in life. 

· Keeping the fathers enrolled in what they could gain from our program.

· In absence of Vocational Coordinator support with resume building, and interview techniques when needed.
· Must see at least 10-15 fathers per week. 
· Refer participants to Educational Specialist.
Recruitment Responsibilities:

· Recruit 15 fathers per month.
· Register at least 10 participants into Fatherhood monthly
· Conduct at least 6 recruitment presentation/visits per month (none on Fridays) to include: outreach events, tabling, flyering, meetings weekly. 

· Contact, create and maintain relationships with liaisons and organizations for participant referrals.

· Maintaining relationships with partner agencies for referrals of participants.

· Maintain recruitment tracking forms weekly.
Coaching Requirements:

· Schedule and confirm the coaches meetings.

· Maintain relationship with FHD coaches.

· Review case notes with coaches within 2 days of meetings.

Follow-Up Evaluation:
· 3 month process

Required Skills
· 2 years experience working with young men (16-25).

· Excellent writing, typing, and organizational skills.

· Working knowledge of PCs, Microsoft Windows and Office

· AA required, BA a plus

· Bilingual a plus

· Great interpersonal skills

· Must be finger printed and pass screening for federal felonies.
