The Brookings Backpack Project is seeking a Project Coordinator.  The Brookings Backpack Project assists students in Brookings, SD, who may not have enough food to eat at home by providing them with easy-to-prepare weekend meals and snacks throughout the year.  The position of Project Coordinator is a part-time contractor position.  Details of responsibilities and requirements of the job are below.  To apply for the position, submit an application and resume by 1 March 2011 either electronically to bbpinbox@gmail.com, or through the mail to Brookings Backpack Project, c/o BUCC, 828 8th St S, Brookings, SD  57006.  For more information about the Brookings Backpack Project and to download the application, please visit the website at http://www.brookingsbackpackproject.org.  The application is also available at Job Service and some area churches.  If any additional assistance is needed, please contact Phyllis Cole-Dai at coledai@brookings.net or 605-692-7001.

Job Description: Project Coordinator

Summary. The Project Coordinator generally oversees and organizes the efforts of Advisory Board members to fulfill the BBP mission according to plan and within budget.

A.
Primary Responsibilities

1. Facilitating Advisory Board meetings (currently held twice a month) and coordinating the Board’s efforts between meetings in order to fulfill the BBP mission.

2. Managing all personnel matters on the BBP Advisory Board by recruiting qualified candidates for open volunteer positions; conducting interviews and filling the posts with able volunteers; managing the work of the Board; and discharging any volunteer member of the Board whose routine failure to perform significantly hinders BBP operations.

3. Assisting the BBP Executive Board with the recruitment, hiring, evaluation and either continuation or termination of paid staff.

4. Working to ensure both the fiscal and the long-term economic sustainability of BBP, in part by providing periodic written reports as requested by the BBP Executive Board. (This work currently includes securing funds for salaries.)

5. Positively and effectively representing BBP to the public.

6. Maintaining regular communication with the BBP Executive Board.

7. Other duties as assigned.

B.
Job Requirements

1. Passion for the cause.

2. Minimum of high school diploma or equivalent.

3. Excellent interpersonal skills.

4. Excellent verbal and written communication skills.

5. Excellent leadership, planning and organizational skills.

6. Careful attention to detail.

7. Fluency with computers and electronic media.

8. Experience with data management.

9. Ability to maintain confidentiality.

10. Flexible schedule.

11. Self-motivated, able to take initiative.

C.
Average Hours Per Week:  25

