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The Parent Leadership Training Institute

of Alexandria, Virginia
A joint effort among the Connecticut Commission on Children, 
The City of Alexandria, Virginia and the Alexandria City Public Schools


PLTI Alexandria Site Coordinator Position Description

Parents are the strongest role models for a child. We know investing time and energy now in developing strong, engaged parent advocates has a profound and lasting impact on the health and vitality of our children and communities. When parents understand their rights and obligations then use their voice to advocate for their children’s needs, they play a powerful role giving children a front row seat to what civic engagement and leadership looks like. Parent Leadership Training Institute of Alexandria improves the lives of children by teaching caring adults how to use the tools of democracy so that they are equipped to influence public policy and create change for children and families. In addition to attending an intensive 20-week program, each parent leader completes an individual community project that benefits children. 

As parents learn to advocate for children, their children learn to advocate for themselves. While PLTI primarily targets adults, the program also offers a concurrent Children’s Leadership Training Institute (CLTI) for children (ages 0-18) of participants, thus providing a two-generational approach for shaping public policy through civic engagement and leadership. The entire family transforms together to build a stronger community by bring more inclusive voices into governing decisions.

Goosebumps! Thinking about the impact of this program gives us goosebumps.

If you are also feeling goosebumps, this might be the program for you. PLTI is recruiting a dynamic, highly-engaging program coordinator for our eleventh year of PLTI Alexandria. The Program Coordinator leads the implementation of the PLTI program in Alexandria by working together with the Executive Director. This person assures PLTI is a success by taking care of the year-round logistical and programmatic details to implement the 20-week Friday night program.
Basic Requirements for Site Coordinator
· Understands civics through a strong commitment to community capacity-building
· Sees engaged parents as community assets 
· Highly skilled problem solver, comfortable dealing with stress, conflict resolution, accountability, objectivity and group dynamics

· Embraces diversity, inclusion and equity
· Extremely reliable and punctual

· Prepared and in place to welcome participants promptly at 5:30p each Friday
· A flexible, collaborative team player
· Ethical and maintains dignity at all times

Specific Responsibilities and Expectations:

1. Understand PLTI is a civics initiative and community builder for the City of Alexandria. 
2. Distribute materials and applications for PLTI in the local community through electronic means, word of mouth, or general materials upon request.

3. Recruit families to participate in PLTI.

4. Available to provide onsite coordination for the Saturday retreat, all 20 Friday night sessions, and graduation.
5. Ensure all site logistics for the class, site, food, and child care are in place before the start of each session.
6. Coordinate the ordering and billing food for the retreat, sessions, and graduation.
7. Coordinate the purchase of supplies for the retreat, sessions, and graduation. 
8. Act as a liaison between the class participants, the site, the community and the Director as needed.  
9. Coordinate the preparation of class materials, ready at the site. 
10. Maintain accurate records of facilitator and participant attendance, participant deliverables, etc.
11. Distribute and collect evaluation forms at each class. Gather pre- and post-test assessment data of participants.
12. With the Director, invites and confirms guest speakers and assures thank you letters are sent.
13. Assist the PLTI participants with their community project work. Request assistance on their behalf to the Mentors. 
14. Participate in weekly status phone calls with Director
15. Serve as the liaison with the site/class location regarding entry, lock up, payments, use of facilities, etc.
16. Coordinate the details and logistics of PLTI graduation with Director. This includes inviting local guests, agency partners, elected officials, order food, invite media, etc. 
17. ACPS School student count for flyer distribution
18. Flyer Distribution ACHSO Partners, community organizations, and community networks

19. Back to School/PTA Parent volunteer recruitment

20. Retreat, Graduation & Friday Night volunteer coordination  

21. Perform additional duties as needed, in collaboration with the Director
Time Commitment: 
Coordinates all work related to PLTI
Attendance at PLTI Retreat, and all class sessions and trips
Attendance at graduation
20 hour per week job; 10-12 months per year
Salary/Benefits 
Site Coordinator will be paid a stipend for class time, including the dinner hour, plus one hour of preparation. Any travel, hotel, and training fee paid by PLTI for the 3-day training. Facilitators are private contractors/consultants and will receive a 1099. Pay is commensurate with experience.

How To Apply
Visit the Employment link at www.plti-alex.org to obtain the full Site Coordinator Description and Site Coordinator Application Form. Contact Adrienne Fikes, Executive Director at info@plti-alex.org for more information.

Closing Date

Open until filled.

