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Position Description
FACET COORDINATOR

Summary of Position:

The incumbent is responsible for the implementation and management of FACET (Families and Centers Empowered Together), a parent support and substance abuse prevention program, within the LACC.

Minimum Qualifications:
· Minimum one year education in Human Services, Early Childhood Education or related field.
· Minimum one year experience in the Social Service or Education field.

· Ability to communicate in a professional manner with children, families and colleagues in both verbal and written format.

· Ability to work with low-income and/or special needs families, including families from a diverse population.

· Knowledge of substance abuse issues.

· Bilingual/bi-cultural (English-Spanish).

· Computer literacy (Word, Excel, PowerPoint).

· Willingness to work flexible hours, including evenings and weekends.

Specific Responsibilities:

· Establish relationships with families of children attending Early Development program, through visits at drop-off and pick-up times at the Center, regular telephone contact, home visits as needed, and parent meetings.

· Operate Family Lending Library and maintain an up-to-date inventory of holdings.
· Provide opportunities for parents to meet and form relationships with Center staff and other parents.

· Provide support to the Parent Council by assuring that minutes are kept, and developing programs and services at the Center as directed by the Council.

· Identify parents with leadership potential and provide them with opportunities to lead activities.

· Present, or secure a speaker to present parent/family seminars and meetings on topics selected by the parents.

· Arrange for childcare of infants, toddlers and pre-school for meetings and adult-only activities.

· Assist, as needed, in the implementation of evaluation activities.

· Attend monthly training sessions conducted by the Family Support Consultant.

· Provide referral services to families with special needs.

· Incorporate prevention messages in all project activities.

· Encourage and help motivate parents/caretakers to become involved in activities.

· Attract additional financial, service and other resources to the Center.

· Participate in monthly Cluster meetings:

1. Present monthly reports regarding the successes and challenges encountered in implementing /running the program.

2. Discuss ideas for improving the program with other cluster members and make recommendations.

3. Explore potential for increasing linkages/partnerships with other cluster members.

· Other related duties as required by immediate supervisor or the President and CEO of the Latin American Community Center.
Latin American Community Center





Position Title:  FACET Coordinator                                                        


Dept.:               Early Development Center                                     Classification:    Exempt   


Supervisor:     Early Development Center Director                      Status:          Full-time                                                                                                           








