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Boston Youth Service Network (BYSN) Coordinator





Reports To: BYSN Co-chairs  

Summary: 

The Boston Youth Service Network (BYSN) is a group of youth service providers that have committed to sharing best practices, prioritizing youth referrals, and working together to develop additional funding for a range of services that may be defined as an alternative school-to-career system. BYSN has identified the following program components as the services essential to connecting youth at risk with opportunities:

· Alternative education, including community-based high schools, GED preparation and basic skills remediation.
· Career exploration and skill development services that provide opportunities to explore and experience a range of career options in a given industry, develop industry-relevant skills, and work with youth to prepare, plan, and transition to next steps in employment, training, or higher education.
· Youth employment that incorporates job readiness, financial literacy, skills training, and/or academic remediation components.

Boston Youth Service Network (BYSN) is looking for a creative, organized, flexible professional with strong communication and writing skills. This person will coordinate network activities and meetings, organize communication and relationship building between the network and external partners, increase visibility for the network and lead grant seeking efforts. 

Essential Duties and Responsibilities:  
1. Network Coordination, Development and Management 
· Support Work Group chairs in establishing goals and work plans, identifying resources and helping accomplish tasks as needed.
· Coordinate network meetings, including developing the agenda, meeting logistics, identifying resources and setting up capacity-building sessions.

· Support collaboration among programs and sharing of best practices.

· Data collection and analysis.
· Assist in identifying and orienting new network members.

· Steering Committee relations—help committee establish strategic direction for the network including development of an annual work plan, prepare and disseminate information, participate in meetings.
· Anticipate and identify issues/ opportunities of common interest to network members.
2. Advocacy and Communications

· Foster effective relationships with stakeholders, including local elected officials, BPS administrators and other community partners.

· Seek and build new relationships with non-stakeholders and possible future stakeholders
· Facilitate a network Youth Council, including recruiting and orienting a diverse group of youth from member programs, coordinating advocacy trainings, integrating youth council with network and advocacy committee, fostering youth voice.

· Staff BYSN Advocacy Committee, working with the chair to assure work plan is accomplished.

· Represent the network through participation in key education and workforce development initiatives as appropriate.

· Maintain network website (www.bysn.org)
· Coordinate, create and distribute quarterly e-newsletter

· Produce an annual report for BYSN

· Public speaking as needed
· Attend public events as needed to increase network visibility

· Develop a communications plan

· Coordinate special events, e.g. Program Fair ,Youth Showcase

3. Fundraising and Administration

· Recruit and supervise interns
· Seek out new funding opportunities

· Develop grant proposals and write grant reports
· Foster positive relationships with funders
· Financial management and manage grant priorities

Knowledge/Skills/Experience:

1. Minimum 3 years experience in a senior management position, coalition coordinator, or relevant experience.

2. Demonstrated success with fundraising and grant seeking.

3. Knowledge of practices, techniques and objectives employed by youth focused education and training programs. 

4. Understanding of educational tests, measurements and statistics. 

5. Demonstrated ability to work with diverse groups and establish rapport.

6. Demonstrated ability to communicate with a diverse group of BYSN members.

7. Demonstrated record keeping ability and organizational skills.

8. Demonstrated time management ability.

9. Computer literate, comfortable using email and listserve for communication.

10. Demonstrated ability to work independently, and as part of a team.

11. Demonstrated presentation and facilitation skills.

Education Required:

BA/BS minimum 

Special Work Conditions:
Occasional evening and weekend hours required

Local travel required

This is a part-time (.8 FTE or 4 days/ week position) with excellent benefits (medical, dental, 403b plan), salary dependent on qualifications.

Interested candidates should submit a cover letter and resume to alex@sociedadlatina.org no later than May 27, 2011.  Candidates will be reviewed on an ongoing basis. 
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