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February 3, 2012
Subject: Employment Requirements

Attention All Current and Future Employees:

This letter confirms any offer of employment with Alternatives in Action requires the completion of the
following:

e Approved LiveScan fingerprinting clearance.
e TB Test.
e Health Screening Report.

Please submit all appropriate documentation to the Operations Director for approval.
Thank you,

Oriana Obligacion

Operations Director
Alternatives in Action

office: (510) 748-4314 ext. 305
fax: (€1 748-47274
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Program Implementation (40%,)

Ensure McClymonds programs are aligned and in compliance with grant
outcomes.

Ensure safety and supervision of children at all times, with a 20:1 ratio of adults
to children.

Oversee facility management during the afterschool hours, including student
activity, food, custodial, classrooms, security, safety, and transportation.
Coordinate collaborative of after-school service providers in and around the
McClymonds campus including monthly provider meetings

Manage day-to-day operations of the community programs

Ensure classrooms and other shared school space are well maintained

Develop and maintain a schedule of core program offerings including academic
support, community impact projects, health and wellness, parent engagement
activities and cascading leadership.

Ensure accurate distribution and accounting of snacks.

Maintain systems of data collection for all required documentation including
attendance, enrollment forms, emergency cards, permission forms, payroll,
receipts and surveys.

Recruit and enroll program participants to meet grant average daily attendance
requirements

Communication (25%)

Develop and maintain a high level of communication and positive relationships
with McClymonds High School staff including principal, teachers, and other
administrative staff

Develop and maintain positive parent relations through strategic communications
Provide program orientation, encourage involvement, and maintain monthly
contact with families and school

Respond promptly and courteously to parent concerns and/or complaints.
Immediately notifies McClymonds Principal and the Sr. Director of Community
Program of parent concerns and/or complaints

Ensure communication with parents/guardians regarding student progress and
performance.

Meet at least monthly with the McClymonds Leadership Team to coordinate
program design, discuss evaluation processes and outreach efforts, and address
any other issues.

Work closely with McClymonds leadership team to:

o Identify students and coordinate student outreach for the After School Program.
o Align activities with the regular school day.

o Implement evaluation tools

Fiscal Management and Fund Development(10%)

Collaborate with Executive Director and Sr. Director of Community Programs in
budget development and expenditure tracking.

Coordinate payment of afterschool staff and teachers on extended contracts,
including timesheets and invoices



e Support fund development activities including compliance reporting for
government and foundation grants and contracts

Qualifi~~*ior--

4 years experience teaching or mentoring middle/high school-aged young people in
youth development and educational programs

Experience in community development, youth organizing, and program
development & coordination

Excellent communication, facilitation, organization, writing, and team-building
skills

Demonstrated ability to write grants, curricula, and keep detailed records

Experience supervising and training adult staff

Passion for mentoring young people, promoting youth development practices and
working towards social change

Ability to manage multiple projects, work independently and as a team-member

Experience working with diverse groups and communities

Flexibility, sense of humor, strong commitment to collaboration, self-reflection, and
resourcefulness

Willing to work some evenings and weekends and possess a valid California
driver’s license and reliable transportation (Reimbursement is provided for travel
between program sites)

Bachelor’s Degree required

Bilingual preferred

People of color encouraged to apply

Other Requirements/Skills:

Strong computer and technology skills including working with databases and Microsoft
Office suite.
Excellent verbal, written and interpersonal communication skills
Sensitivity and responsiveness to needs of staff and constituents (children, youth and
parents)
High level of organization and ability to multi-task

e Flexibility and ability to work under pressure
Ability to take initiative, work independently and collaboratively as needed
Ability to establish relationships with parents, staff, children, board members, volunteers,
community, donors, funders and governmental constituencies
Ability to work in a youth friendly, collaborative, student centered environment.
Ability to use authority, set boundaries, and hold high standards with youth and adults
Ability to give and receive direct and honest feedback
Strong project management skills
Ability to lift at least 20 pounds
Drivers license and consistent transportation

OSITION ( 1 CA 1 L-T: , EXEMPT, YEAR-ROUND POSITION
SALARY & ENSA $48,000 TO $54,000; Health, Dental, Generous Vacation
Time
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WHERE YOUTH CHOOQOSE TO LEAD
JC SCRIPTION:

C MANAGER
GRANT FUNDED POSITION

SUMMARY DESCRIPTION: Alternatives in Action, an innovative youth development organization serving Alameda
and Oakland, collaboratively with teams of community program providers to support and foster, at-risk and mid to high
need students who need extra assistance in academics, behavior modifications, physical or mental health referrals, and
navigating institutional systems.

Alternatives in Action's Community Programs at the McClymonds Youth and Family Center is committed to creating
comprehensive supports and wrap-around services for students and their families. Our programs build opportunities for
youth with leadership potential to take charge of their life and make positive changes in their communities. Currently, we
serve youth and families in West Oakland, East Oakland, and the West End of Alameda at our three community schools:
McClymonds High School in West Oakland, Life Academy in East Oakland, and Alternatives in Action’s Bay Area
School of Enterprise in West Alameda. Our goal is to prepare the 700 youth we serve annually for college, career and
community life. Our staff, youth and family population is diverse and committed to quality work and community-
building. The CARE Manager will contribute to this vision by providing specific outreach, care management, mentoring,
and systems navigation for the foster youth, students who are most at risk of “falling through the cracks,”and mid to high
need students as needed.

POSITION: The Care Manager contributes to the development of a healthy, safe, and caring environment by advancing
the understanding of the emotional and social development of children and the influences of family, community, and
cultural differences on student successes and by implementing effective intervention strategies.

THE IDEAL CANDIDAT WOULD:

Have an ability to work well with urban youth and connect with the foster, at-risk and mid to high need students,
and his/her family and community
Serve as the student’s advocate and develop a case plan to facilitate their future success.
Be a motivated and responsible leader who values service to others and can uphold strong school culture
Be committed to supporting leaming environments that serve children, urban youth and families within a social
justice framework

e Enjoy working in an entrepreneurial, fast-paced environment with passionate and committed people
Easily build meaningful relationships with youth, staff, families, and school community stakeholders
Be a networker who is comfortable operating in a collaborative leadership role to coordinate interventions with
other providers on campus

e Be detail oriented in tracking interventions and the progress made by youth

RESPONSIBILIT S:

e Carry a caseload of 20-25 foster, at risk youth and other students with mid to high needs.

e Maintain a Network of Care analysis for each youth.
Meet with individual youth at least bi-weekly to establish and advance goals in academic achievement, social and
mental development. This may include monitoring behavioral contracts and academic contracts with the school.
Conduct interviews with clients and/or their family members and other interested parties to obtain a
comprehensive assessment of the child’s needs.
Obtain and analyze confidential psychological, medical and social histories of students.
Conducts psychosocial needs assessments and prepares written reports and treatment plans.

2607 Myrtle St. Oakland, CA 94607
phone 510-879-8056 [J fax 510-748-4326






