Hmong American Partnership 
Position Description

Title:  Microenterprise Program Coordinator
Status:   Full-time, Non-Exempt
Reports To: Program Manager, Economic Development 
Date of Description:   11/1/11

Primary Function of the Position
[bookmark: _GoBack]The Microenterprise Program Coordinator must exhibit strong leadership, coordination, and administrative qualities, as s/he will coordinate and support all aspects of Hmong American Partnership’s Child Care Microenterprise Programs. The Coordinator will work with refugee child care workers (primarily Southeast Asians and those arriving since 2006) who are currently seeking to start a child care business with opportunities for business and child care training, one-on-one business technical assistance, and assistance with access to business capital. The Coordinator is primarily responsible for program recruitment, coordination of direct service provisions, and tracking outcomes. The Program Coordinator also assists with program development and design. 
 
Major Position Responsibilities

1. Outreach and Recruitment: (20%)
· Distribute flyers and brochures to flea markets, local businesses, community centers, apartment complexes, and other places frequented by potential clients
· Coordinate formal advertising/marketing initiatives, including brochure design, vendor communications, radio shows, etc.
· Send direct mail to current program clients for business workshops and other program activities
· Provide educational workshops related to the needs of refugee child care providers to partners, local businesses, and organizations supporting and/or working with clients
· Attend meetings with local partners and represent HAP’s interest and vision in microenterprises
· Establish partnerships that will improve and better HAP’s microenterprise programs
· Provide program orientation to individuals and groups of farmers.

2. Direct Program Services: (50%) 
· Coordinate and ensure the successful delivery of all program activities
· Coordinate training workshops, including: arrangement of guest speakers/trainers, securing training locations and sites, and identification and purchase of appropriate incentives and training materials when necessary
· Provide and lead educational sessions in business management, financial literacy, and other business related topics as needed
· Assist participants with the development of personal and professional goals and work plans
· Provide one-on-one technical assistance to clients, making outside referrals as needed
· Conduct follow ups for participants, collecting data needed for proper outcomes tracking
· Facilitate access to resources needed for child care business and information of interest to refugee child care workers, such as legal, marketing, accounting, etc.
· Work with our partners, Resources for Child Care and CAPI, Inc. to ensure program outcomes and goals are met
· Ensure all grant outcomes are met

3. Reporting, Evaluation, and Outcomes Tracking: (20%)
· Collect appropriate documentation ensuring participant eligibility to receive services
· Organize case files for all program clients
· Maintain an accurate list of refugee child care providers, partners, and others
· Conduct participant surveys, especially for business workshops
· Enter data into ETO and other internal tracking forms/systems
· Provide Program Manager with narrative reports and assist with report writing as needed
 
4. Strong Team Player
· Attend and consistently contribute at Team and Leadership Meetings.
· Represent and promote the agency’s mission and programs in a variety of public settings (Community events, monthly meetings, etc).
· Serve or attend outreach recruitment community events.
· Maintain a close working relationship with Directors, staff, volunteers, and partner agencies.
· Consistently attend and participate in program meetings.
· Fulfills other tasks and assignments that enable HAP to fulfill its mission in the community.

5. Customer Service-Role and HAP Policies         
· Provides service to customers with courtesy, respect, honesty, confidentiality, and professionalism.
· Knows and follows the HAP Customer Service Policy.
· Knowledgeable and follows all policies as outlined in Policies and Procedures Manual.
· Knowledgeable and in compliance with all research and evaluation policies, processes, and procedures.

Position Specifications

Skills, Knowledge and Abilities
· Previous experience with child care microenterprise programming and small business lending
· Familiarity and understanding of child care licensing procedures and regulations in Minnesota
· Demonstrated understanding of business development; experience in business counseling strongly desirable
· Strong organizational skills including: multi-tasking, prioritizing, planning, and effective time management
· Demonstrated multi-cultural experience and ability to communicate with limited-English speakers
· Valid driver’s license, active insurance policy, and access to reliable transportation. 
· Work hours vary because of service provision, flexible schedule; ability to work occasional evenings and weekends as needed.
· Ability to manage and track multiple projects simultaneously.
· Effective leadership style that promotes positive customer service that effectively connects the participant with the needed services. 
· Demonstrates superior judgment in all aspects of work. 
· Effective group facilitation and meeting management skills.
· Ability to work independently with minimal supervision, while also being a strong team player.
· Ability to meet deadlines.
· Ability to achieve program coordination and reporting outcomes in a pro-active, timely manner.
· Familiarity and comfort with electronic forms of communication, including ready access and responsiveness to e-mail correspondence.
· Bilingual with ability to read and write in Burmese/Karen, Bhutanese preferred.

Job Qualifications

Education:	B.A. required, M.A. strongly preferred. Bachelor’s Degree in Economics, Finance, Business, Early Childhood Education, or related field preferred.

Experience:	Experience working in the business and microenterprise sector, including working with bilingual, low income, and multi-cultural families from Southeast Asian. 

Knowledge:	Proficient knowledge of agriculture, conservation, and natural resources sector. Knowledge of Southeast cultures and issues facing refugee communities is preferred. A commitment to building the strengths of refugee families is necessary.
Complete HAP application online and submit cover letter and resume to 
HR, Hmong American Partnership, 1075 Arcade Street, St. Paul, MN  55106 
Applications will be accepted until the position is filled

