DUTIES OF COMMINITY CENTER STAFF

DIRECTOR

1, Coordinate actlvities of all centers,
2. Corcact in-gervice training.

B Bs avaftlable to Coordinavor and Neighborhood Boards in an
advisory canecity,

3
L. Set up record keeping,
e

J

Encourege deceniralization of agencises.

\

6. Publiecity (Largs scale) Newspaper, TV, edit Center nous for
centor paper.

7. Koep Hugh informed on 2ll activities.

8. Report to Community Action Board of Directors when requested.
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0ORDINATOR

1. Fien programs in cooperation with the Board to meet the needs
of peopie,

2e Put program into operation, e:g.

3. Greet people in Center -~ make thom fesl at home.

L. Inform people of the sorvices avallable in the Center and
communiiy.

5. Arrange publicity (small scale)

6. Contact all egencies, after consulting Peter. This is to
avold to many unnecegsary contacts. Will go and see agencies
with Peter.

Te Show unlty of purpose and action with Hugh's offire.

8. Motivate psople to take edvantags of avellable services
through the Cente» and egencies.

9, Supervise the astivities of aidess end voluntcers,

10, Find volunteers - teachers, ctc., for the Cenisr,
11, Prepare reports necessary for evaluation end write articles
for newspaper,

1. Contact people in homes or public places.

2. Inform people of services avallable both in the Center and
the community.

3 Motivate the people to take advantage of available services
through the Center end agencies.

s Minor clorical work.

5. Find volunteers and teachsrs, etec., for the Center.

6. Work with groups.

T Contact agency people ONLY through the Coordinator.
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PROGRAM_SECRETARY

The Program
gareral geac

e
Divsgtor, Su“
¥al

have the responsibility for
'cal verx Tor the Frogranm

nd Hype letiery, reports, and
recorda of m i pcyf*wu rogponsible clorical
Wwork for ths 311 Ds expestad to help
prepare and type reports ana canplle and condenze data from
verions sources, meintein fillas and egnvda, end mest and
deal with peopls koth in psrson and on the phone. She will
be respongible Tor related work &8 required.

Will continte on Creative Job Project en a limited basis,
Wil:l help zet up end rnieke contacts in County for future
centerd eldewherc,

CLERX/SECRETARY

The Clerk/Secrstnory has the same dutles and respvonsibilities
eg the Irogrem asccrebsy»y with the sax sprioq that she will
dividn her time a&s nsaded bolwesn the aémi nls+“at1ve office
and the varlous centsra at the direction of the program

direcsou,

The Staff should bear in mind that they are responsible
to the people they gevve, [hey are mere directly
rogpondible to the iceal Board of Dirsctors, who may at
any time ask for an accounting of cur work. They ars
really our employers 1

LET*'S DO A BANG-UP JOB FFOR THEM § i 3



