
University of Maine
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JOB DESCRIPTION
TITLE:
Food Supplement Employment & Training Coordinator

DATE:  October 2019
DEPT:
Maine Educational Opportunity Center

REPORTS TO: Director 

Purpose:

Identify, enroll, determine eligibility, advise and coordinate benefits for 25 Food Supplement Employee & Training (FSET) participants.  Maintain a half time caseload as an MEOC Advisor.  Position is split between 50/50 these two complimentary positions.
Essential Duties/Responsibilities:

· Recruit, select and enroll 25 FSET Participants.
· Coordinate eligibility of participants and benefits for participants with FSET Manager at the Department of Health and Human Services (DHHS).
· Determine which fiscal benefit the participant is eligible to receive and work with the Director and Administrative Specialist to secure payment of benefit to the appropriate vendor.  The budget for participant supports is $44,300.  Verification of participant eligibility must be confirmed in writing from DHHS prior to payment disbursement.
· Function as a liaison with targeted agencies and colleges on behalf of the project and its participants.

· Advocate for and refer clients to other institutions and appropriate educational and social agencies as indicated.

· Document  FSET Participant activities and comply with all rules and regulations as outlined and described in the FSET Legislation and the University of Maine’s policies.
· Keep accurate and details records of all financial requests to DHHS and through delivery to FSET participant.

· Maintain Participant log of contacts, attempted contacts for monthly reporting.
· FSET Coordinator will provide MEOC Advisor services to 150 MEOC participants.  Recruit, enroll, and provide college access services in defined territory.
· Perform other reasonably related duties as assigned.

KNOWLEDGE AND SKILL QUALIFICATIONS:

Bachelor’s degree required, in counseling, education, social work or related field.  Five years previous experience relating to and working with disadvantaged adults, colleges/universities and community agencies, expertise in financial aid is required.  Understanding of the Maine labor market, as well as strong organizational, interpersonal, verbal and written communications skills, and the ability to work independently of direct supervision are required.  Ability to work simultaneously with multiple projects, deadlines, and agencies is required.  Preference is given to individuals who have succeeded in overcoming the disadvantages of circumstances like those the population of the project serves. The Coordinator will be required to travel extensively within the state and normally requiring a driver’s license.  Basic computer proficiency is preferred.
POSITION TYPE:


Full-time, contingent on funding and performance.
WORK ENVIRONMENT/DYNAMICS
Coordinator is not required to be on call, but some evening hours and/or weekend work is required.  HOPE Coordinator shares office space and equipment with other staff.  Frequent travel to agencies, colleges, Orono Headquarters, and professional conferences is necessary.

The FSET Coordinator position is fast paced.  Job duties are diverse in nature and vary from day to day. The workload of the Coordinator requires that they have individual initiative, judgment, and requires frequent multi-tasking.

WORK SCHEDULE:

Regular University of Maine schedule.  It is expected that a time commitment of at least 40 hours per week (to include nights and weekends) will be necessary in order to meet the needs of the program and the clients served.  The employee will establish regular office hours and in consultation with the Director, adjust the work schedule as necessary.

SUPERVISORY RESPONSIBILITY: N/A

SCHEDULE FOR EVALUATION:

During the initial 6 months of employment and annually thereafter in accordance with the UMPSA agreement.
WORK YEAR: 12 Month, Fiscal Year Appointment.
JOB FAMILY/SALARY GRADE:  14/02 
Appropriate background checks required.  

All UMS employees are required to comply with applicable policies and procedures, as well as to complete applicable workplace related screenings, and required employee trainings, such as Information Security, Safety Training, Workplace Violence and Sexual Harassment.

The University of Maine is an EEO/AA employer.  All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, national origin, sexual orientation, age, disability, protected veteran status, or any other characteristic protected by law.
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