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	Job Title
	Immediate Supervisor
	Salary Range

	AmeriCorps Member Coordinator
	AmeriCorps Program Director
	Paygrade 3



Job Summary:
The Member Coordinator is responsible for recruiting, onboarding, supporting, and retaining AmeriCorps members serving with CORE Susquehanna AmeriCorps. This position coordinates all aspects of the member lifecycle, from recruitment and onboarding through successful completion of service, while ensuring compliance with AmeriCorps and agency requirements. 

The Member Coordinator works closely with the Program Director, host site supervisors, community partners, and AmeriCorps members to support high-quality service opportunities throughout the program year.

Responsibilities and Duties:

Recruitment & Onboarding
· Coordinate the full recruitment and onboarding process for AmeriCorps members.
· Develop and post position announcements through online job boards, colleges, universities, community organizations, and other recruitment sources.
· Respond to applicant inquiries and communicate with prospective applicants throughout the hiring process.
· Review applications and schedule virtual and in-person interviews.
· Conduct interviews and assist in the selection of qualified candidates.
· Collect eligibility documentation and coordinate criminal history background checks.
· Prepare offer letters and onboarding materials.
· Maintain applicant records and onboarding documentation.
· Coordinate and facilitate Fall and Summer member orientations.

Member Support & Compliance
· Serve as the primary point of contact for AmeriCorps members throughout their service term.
· Provide guidance regarding AmeriCorps policies, program requirements, member benefits, and prohibited activities.
· Monitor member progress toward successful completion of service hour requirements.
· Review and monitor member timesheets, Monthly Member Reports, and training requirements for accuracy and compliance.
· Provide reminders regarding required deadlines and follow up with members as needed.
· Maintain regular communication with members to support successful completion of their service terms.
· Document member meetings, performance concerns, incidents, injuries, and corrective action plans.
· Attend quarterly host site visits to monitor member progress and provide support to host sites.
Training & Event Coordination
· Plan, coordinate, and facilitate member orientations, trainings, convenings, service projects, and professional development opportunities.
· Coordinate meeting logistics, training materials, supplies, and refreshments as needed.
· Assist with planning and coordinating recognition events, member closeout activities, and exit interviews.
· Support opportunities that promote member engagement, teamwork, and professional growth.

Program Administration
· Maintain complete and accurate member files in accordance with AmeriCorps, state, and agency requirements.
· Organize and maintain applications, eligibility documentation, background checks, enrollment paperwork, member service agreements, hours plans, and other required records.
· Maintain record retention and file destruction schedules in accordance with agency policy.
· Assist with program reporting and recordkeeping.
· Maintain inventory of member apparel, supplies, and program materials.
· Coordinate monthly member living allowance vouchers and other required member documentation.
· Assist with updates to member manuals, forms, and program resources.

Outreach & Marketing
· Promote AmeriCorps opportunities through community outreach, career fairs, hiring events, college recruitment events, and presentations.
· Maintain and update the CORE Susquehanna AmeriCorps website and social media platforms.
· Develop recruitment materials and promotional content highlighting member service and program impact.
· Photograph program activities and member events for recruitment and outreach purposes.

Collaboration
· Build and maintain positive working relationships with host site supervisors, community partners, and agency staff.
· Respond to phone calls, emails, and inquiries regarding AmeriCorps, recruitment, and member services.
· Represent CORE Susquehanna AmeriCorps at meetings, trainings, conferences, and community events as assigned.
· Perform other related duties as assigned.

[bookmark: _Hlk52885147]Position Type / Expected Hours of Work
· Full-time, Monday through Friday, 8:30 a.m. to 4:00 p.m. 
· Primary office location is the Union-Snyder Community Action Agency office in Selinsgrove, PA. 
· Regular travel throughout the CORE Susquehanna AmeriCorps service area is required for host site visits, member meetings, trainings, recruitment events, and other program activities. 
· Occasional evening and weekend hours may be required to support recruitment events, orientations, trainings, convenings, or community outreach activities. 
· Occasional overnight travel may be required to attend conferences, trainings, or other professional development opportunities. 
· Mileage reimbursement is provided for approved work-related travel in accordance with agency policy. 
· After successfully completing onboarding and demonstrating proficiency in the position, employees may be eligible for a hybrid work schedule based on program needs and supervisor approval.
Qualifications & Skills Required:
· Excellent written, verbal, and interpersonal communication skills. 
· Strong organizational and time management skills with the ability to manage multiple priorities and meet deadlines. 
· Strong customer service skills and the ability to build positive working relationships with members, applicants, host site supervisors, and community partners. 
· Proficiency with Microsoft Office Suite and the ability to quickly learn new computer programs and web-based software. 
· Familiarity with social media platforms and online recruitment tools. 
· Strong attention to detail and ability to maintain accurate records and confidential information. 
· Ability to work independently while collaborating effectively as part of a team. 
· Ability to coordinate meetings, trainings, orientations, and special events. 
· Ability to present information and facilitate trainings for individuals and groups. 
· Passion for community service and supporting individuals through national service opportunities. 
· Valid Pennsylvania driver's license, reliable transportation, and ability to travel throughout the service area.
[bookmark: _Int_VT5EzxBN][bookmark: _Int_3nvnZZxR]This job description is not intended to be all-inclusive, and employee will also perform other related business duties as assigned by supervisor. Union-Snyder Community Action Agency is an Equal Opportunity Employer, Union-Snyder CAA is an at-will employer. Full-time benefits include health insurance, paid time off, and retirement plan. Criminal Background History and Child Abuse Clearances plus Pennsylvania’s Driver’s License and clean driving record will be required. Flexibility to work altered and nontraditional work schedules as assigned is required.
Full-time 35 hours/week
Starts at $19.06/hour
Benefits:
· Health insurance
· Paid time off
· Retirement plan
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