Operation [P.[2.[;\.C[3.

Partnerships in Education And Community Enrichment

Community Coordinator at Operation P.E.A.C.E. in Dorchester

Operation P.E.A.C.E. is seeking an exceptional candidate to join our staff full-time in June 2022.
Reporting to the Program Director, the Community Coordinator will lead the daily operation and
management of the Operation P.E.A.C.E. Learning Center in Codman Square (Dorchester).

Operation P.E.A.C.E. (Partnerships in Education And Community Enrichment) is a non-profit
organization whose mission is to educate and enrich family and community life through a mix of
education, social, and technology resources for low-income residents. As the Dorchester community
and our organization evolve, we are looking for someone that can implement our current youth
programs (drop-in After School and Summer Academy for elementary and middle school aged
youth) while also expanding what we offer to reach senior citizens (through presentations,
health/wellness workshops, book clubs, etc.) and the wider community (through family
engagement activities, health/wellness workshops, social events, etc.). We are looking for someone
with the initiative and leadership to spearhead new programs and connections while also managing
the success of existing programes.

While this position requires overseeing and implementing youth programming, flexibility in
working with all ages is ideal. This position requires a strong professional with excellent
communication skills and the ability to engage and recruit community members to our programs.
Applicants must be motivated, organized, and creative. This is a great opportunity to gain hands-on
teaching, outreach, and community building experience with individuals from a range of
backgrounds, ages, and abilities in a small group setting. Experience working with youth,
creating/leading programming, and ability to speak other languages are a plus! Bring your passion
and your interests to work!

Responsibilities:

e C(reate, plan, and implement youth development programs (After School and Summer
Academy); ensure youth safety at all times; implement behavior management and
learning incentives, as needed; liaison with families and schools to ensure student success

e Supervise and train part-time program support staff and interns

e Build partnerships with community organizations, officials, businesses, etc.; seek program
resources, support, and collaborations

e Determine community needs and initiate programming in response

e Record program and client data for future reporting and outcome measurement

e Assist with administrative and financial tasks (ordering supplies, invoicing, submitting
payroll)

e Assist with social media, flyer creation, outreach/marketing, etc.

e Represent and increase visibility of Operation P.E.A.C.E. in the community




Qualifications:

Bachelor’s Degree preferred

Demonstrated interest or experience in community based organizations, youth
programming, and non-profit management; direct experience in youth programming
(After School, Camp, School setting) preferred

Strong communication and interpersonal skills - ability to navigate and manage a variety
of personalities, backgrounds, and situations

Extroverted and enthusiastic

Excellent communication (writing and verbal) skills

Able to work independently, but also as part of a team

Ability to multi-task while setting priorities

Proficient in Google Drive, Microsoft Office, and Social Media

Ability to speak multiple languages strongly preferred

Salary commensurate with experience; generous time off and benefits package included. This
position is open and accepting applications until filled. A Criminal Offenders Records Information
(CORI) request and Sex Offenders Records Information (SORI) request will need to be completed
for this position.

We are an equal opportunity employer and do not discriminate on the basis of race, religion,
gender, age, sexuality, gender identification, or physical ability.

Please email resume and cover letter to:

Mallory Rohrig

Program Director

Operation P.E.A.C.E.
Mallory@OperationPeaceBoston.org

www.OperationPeaceBoston.org
(617) 267-1054

For more information, please go to our website at:
www.OperationPeaceBoston.org



