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United Way Silicon Valley




Credit Coaching Program Specialist
Department:
Community Building & Impact
Reports To:
Director of Income Programs & Community Engagement
Classification:
Full Time; Exempt
Date:
January 23rd, 2012                                                               
Job Summary 
The Credit Coaching Program Specialist is responsible for providing overall coordination for the United Way Credit Coaching program.  Credit Coaching is a component of United Way Silicon Valley's Financial Stability Partnership, which is focused on realistic solutions that increase financial stability and long-term economic independence for individuals and families.  Credit Coaching provides a rewarding skill-based volunteer opportunity for interested community members while also providing needed financial mentoring to low-income individuals and families in Santa Clara County.  The goal of Credit Coaching is for trained volunteers to support individuals and families in the community to improve their credit and financial management skills using existing free web-based tools. The Program Specialist will develop, coordinate and implement the different elements of the United Way Credit Coaching program including outreach & marketing, volunteer recruitment, training & deployment, and participant activities.  In addition, the Program Specialist will support the Director of Income Programs & Community Engagement with the necessary documentation related to program administration and grant reporting.
Responsibilities 
The major responsibilities of this position include, but are not limited to:

· Outreach to public agencies, community partners and non-profit organizations throughout 
Santa Clara County to increase awareness of and generate program participants for 
United Way Credit Coaching.

· Actively recruit volunteers using a variety of web-based resources to become trained 
volunteer Credit Coaches.

· In collaboration with the Director of Income Programs & Community Engagement, plan 
and implement the training of individual Credit Coaching volunteers.
· Coordinate the deployment of volunteers with program participants based on skill-level, 
background, geography and cultural competency.

· Coordinate and monitor the completion of individual meetings between program 
participants and volunteers.

· Organize and document all program activity including criminal background checks of 
volunteers, surveys of participants and volunteers, and necessary element required for 
successful reporting to program funders.

· Provide general support to the various other components of United Way Silicon Valley 
Financial Stability Partnership in order to provide comprehensive solutions that increase 
financial stability and long-term economic independence for individuals and families. (e.g. 
EKS-VITA and Bank on San Jose-Financial Education)
· Assist in the coordination and implementation of special events within CBI and 
organization-wide.

· Provide support as assigned in UWSV’s Emergency Response Plan.

· Perform other duties as assigned.
Knowledge, Skills and Abilities   
· Experience with volunteer recruitment and training.
· Experience with web-based software for volunteer recruitment and financial 
management.
· Broad knowledge of complex financial topics and issues and their impact on low-income 
communities.
· Strong commitment to the goals and aims of the United Way's Financial Stability 
Partnership.
· Strong commitment to excellence, a desire improve lives and a high level of energy.
· Excellent communication, verbal and written skills. 
· Knowledge of policy & socio-economic factors affecting low-income individuals & 
communities.

· Ability to work collaboratively with a wide range of individuals and institutions—public 
agencies, financial institutions, community-based organizations, community groups and 
volunteers. 

· Ability to build and retain quality relationships with partners from varied 
sectors/organizations of the community.
· Ability to approach situations and challenges with flexibility and a sense of humor.
· Strong project management, critical thinking and analytical skills with attention to detail.
· Availability to work varied hours, including evenings and weekends, and travel locally as 
well as throughout the region as needed.
· Ability to work effectively as a member on a collaborative team. 
· Ability to multi-task, produce detailed work, and meet deadlines. 
· Comfortable embracing and working towards organizational and strategic change. 
Experience and Education 
· Bachelor’s degree or equivalent in Social Work, Political Science, Public Administration, 
Business or related field. 
· More than two years of non-profit work and program coordination/management 
experience.
· Experience in successfully working with community groups and volunteers in collaborative 
efforts.
· Ability to speak a second language such as Vietnamese or Spanish is highly desired.

· Demonstrated track record of setting and meeting goals.
Successful candidates for all positions at United Way Silicon Valley must submit to and satisfactorily complete criminal background and drug/alcohol screenings as a condition of hire. Some positions also require a financial screen.
United Way Silicon Valley is an Equal Opportunity Employer and welcomes applications from bilingual and multilingual candidates.

If you are interested in this position, please send a cover letter and resume to: 
Larry Olmstead, VP, organizational development, larry.olmstead@uwsv.org. 

No phone calls, please.
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