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	TITLE

	Outreach and Systems Coordinator 

	LOCATION


ORGANIZATION BACKGROUND






MISSION



ORGANIZATION VALUES
	Hybrid online/in-person at home and at Literacy Source Center - 3200 NE 125th St, Seattle, WA 98125 (Lake City neighborhood).

Literacy Source is a non-profit community learning center in Seattle providing free instruction to more than 1,300 low-income adults annually from marginalized and underserved populations. We provide classes and tutoring for English to Speakers of Other Languages (ESOL), Adult Basic Education (ABE), General Education Development (GED) test prep, Citizenship, Work, and Digital Literacy skills.
 
Literacy Source partners with adults working to gain skills and education to create new opportunities for themselves, their families, and the community. 
More at www.literacysource.org. 
 
· Lifelong Learning: We believe that all adults can learn and grow.  
· Equity: We create equal access to education because systemic injustices and oppression lead to unequal opportunities and barriers to participation. 
· Inclusion: We foster an inclusive and multicultural space in which all cultures, traditions, social identities, and ways of knowing are respected and welcomed.  
· Collaboration: We seek out the knowledge and experience of our community and work with others on shared goals. 
· Integrity: We are honest and accountable to each other and our community. 
· Celebration: We believe learning is fun and empowering and deserves to be celebrated alongside the community we’re building together.


	POSITION DESCRIPTION & DUTIES
	Goals of the Assignment: Support students' transition from a fully online learning environment to a hybrid one. Improve access to student resources and develop an external communication program that disseminates and educates about low-literacy issues and Literacy Source services. Increase Literacy Source’s organizational capacity by creating a sustainable system that improves (1) access and management of internal information systems, (2) digital services to enhance the service of free basic skills education and (3) resources to low-income adults working to improve their lives. 

This VISTA position will focus on four main areas: 

Student & Volunteer Outreach – Conduct volunteer and student outreach to increase student and volunteer enrollment, particularly in the ABE population and low-level ESOL classes. Record, edit and organize a library of student video/audio interviews to support outreach, literacy advocacy and fundraising. Work to increase diversity of the volunteer base to include a higher representation of the Literacy Source community, which includes immigrants, refugees, and native English-speaking basic skills learners.
Student Resource and Digital Support – Create and produce fliers, materials and curriculum to provide students with information about student community resources. Create a program and tracking system to ensure students are provided with the devices and technology they need to attend classes.
Capacity Building - Develop a sustainable document management and storage system that will store, organize and share access of current internal files using MS SharePoint & Staff Wiki.
Communications - Update and enhance the organization’s website and communication methods to provide better advocacy about literacy issues, and services offered to adult learners.


	MINIMUM REQUIREMENTS
	· Be at least 18 years of age
· U.S. citizen, national, or legal permanent resident of the United States
· Availability full time 40 hours per week from June 5th, 2023, to June 4th, 2024
· Must go through background checks 


	DESIRED QUALIFICATIONS:
	· Literacy Source is working to become a fully inclusive, multicultural, anti-racist organization. Commitment to this work is essential. 
· A strong ethic of service and commitment to anti-poverty work
· Demonstrated interest in working with non-profits and/or degree in related field
· Ability to communicate effectively both verbally and in writing
· Willingness to work in a collaborative environment
· Excellent organizational abilities and project and time management skills
· Ability to be flexible and adapt to changing workload
· Proficiency with Google Suite and MS office programs including Outlook, Word, & Excel
· Willingness to maintain a strong work ethic in the face of challenges such as living within the means of the VISTA living stipend
· Experience recruiting or managing volunteers, planning events, and/or working with homeless, diverse, or low-income populations
· Interest in learning and building database systems.
· Interest in using video software programs.
· Willing to work flexible hours, including evenings and occasional weekends.

	
	

	COMPENSATIONS & BENEFITS
	· Modest living stipend of $1027.88 (pre-tax) bi-weekly
· Housing stipend $300 per month, paid directly to landlord
· Healthcare, life insurance, and childcare benefits, and 24-hour access to counseling services over the phone
· Relocation and travel reimbursement if you’re relocating over 50 miles to serve
· Unlimited ORCA Transportation card
· 10 personal days, 10 sick days, 9 federal holidays
· Eligible to receive Segal AmeriCorps Education Award ($6,395.00), or a cash award (approx. $1,800) after successful completion of your service year
· Loan forbearance and interest accrual repayment on qualified student loans; private loans are not eligible
· Non-competitive eligibility for federal employment
· Unique cohort experience, including a 3-day orientation, monthly professional development, and one-on-one support from a VISTA Leader
· More information on benefits here: https://americorps.gov/members-volunteers/vista/benefits


	
HOURS: 


HOW TO APPLY:
	
40 hours per week.  June 5th, 2023 – June 4th, 2024

Apply directly in the My AmeriCorps portal: 
https://my.americorps.gov/mp/listing/viewListing.do?fromSearch=true&id=117238



	CLOSING DATE:
	Rolling interviews start on March 1st, 2023, and continue until April 14th, 2023 



Literacy Source is an equal opportunity employer that celebrates diversity and does not discriminate on the basis of sex, gender identity, sexual orientation, religion, race, color, physical or developmental ability or ethnic origin in the hiring of its personnel. We strongly encourage applications from people of color, immigrants, refugees, women, people with disabilities, members of the LBGTQ community and other underrepresented and historically marginalized groups.  
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