YSS
JOB DESCRIPTION
JOB TITLE: Community Resource Coordinator (40 hours/week)
SUPERVISOR: Marketing & Communications Director 
SUPERVISES: Work Study Student and Volunteers (if applicable) 
POSITION SUMMARY: 
Join YSS, a leading youth-serving organization in Iowa, as we create a new and exciting social entrepreneurial venture to support children, youth and families stand strong. The successful candidate will work as part of the YSS Community Engagement Team, serving in a dual role.  

As a Community Resource Coordinator, this individual will assist in cultivating and securing community resources, specifically related to in-kind donations. The Coordinator provides oversight of the receiving and receipt process for in-kind donations, as well as ensuring donor information is entered within the organization’s donor management system and reports are created in a timely manner. 

As Thrift Store Manager, which is a piece of the Community Resource Coordinator position, he/she is responsible for leading and managing all aspects of the retail thrift store, which is currently being explored. The individual in this role will develop, and implement procedures for overall store operations, including procedures for accepting, sorting and pricing donations; store safety; opening and closing of the store; security procedures for staff; handling cash; inventory management; and other relevant procedures, as needed. He/she will oversee the processing of donated items, and manage the rotation of items in a timely fashion. 
QUALIFICATIONS REQUIRED: 

Education/Experience: 

· A minimum of a bachelor’s degree, plus three years of experience in thrift store management, retail management, special events or related area.
ESSENTIAL FUNCTIONS/JOB DUTIES AND RESPONSIBILITIES: 

· Develops and implements procedures for thrift store operations 

· Oversees the processing and rotation of all donated items

· Contributes to budget management to support financial goals 

· Assists in the cultivation of potential donors and securing community resources  


· Solicits and places all in-kind contributions; manages relationships with large in-kind donors, such as discount stores, as assigned
· Maintains a record of all in-kind donations and generates a monthly report within five working days
· Trains and supervises thrift store staff and volunteers; helps recruit volunteers, as needed 
· Updates the YSS website with a list of needed items each quarter 
· Writes thank you letters and oversees the process for in-kind gifts and financial contributions, as assigned, within five working days
· Other duties as assigned by the Marketing and Communications Director 
SUCCESS FACTORS/JOB COMPETENCIES:
Knowledge: 
· Community 

· Financial development strategies and fiscal controls 

· Computer proficiency using database programs, point of sale (POS) systems and

      Microsoft Office 
· Technical skills in communications

· Reliable transportation

· Organizational skills

· Understands and adheres to agency policies
Skills:

· Demonstrates good communication and listening skills
· Demonstrates computer literacy
· Demonstrates strong customer service skills

Abilities:

·  Speaks, reads and writes the English language 

·  Is committed to agency values and mission

·  Relates well and interacts positively with a great variety of staff, community members and agencies/organizations, including volunteers
·  Has the ability to handle multiple tasks
·  Is detail-orientated and a self-starter

·  Demonstrates emotional maturity
· Demonstrates a broad, interdisciplinary background 

· Has reliable and regular job attendance
· Physically moves to access all YSS locations 

· Has own reliable transportation that allows pick-up and delivery of YSS to 20-25lb boxes at a  time and a current, valid driver’s license
PHYSICAL DEMANDS AND WORK ENVIRONMENT: 
· Physical Demands: While performing duties of the job, the employee is regularly required to stand; walk; may need to sit for extended periods of time; use stairs, as needed; use hands to finger, handle, or feel objects, tools, or controls; reach with hands and arms; talk and hear. Physically move to access all YSS locations. Employee must regularly lift and/or move up to 25 pounds, repeatedly. Specific vision abilities required by the job include close vision, distance vision, color vision, peripheral vision, depth perception and the ability to adjust focus.

While performing the duties of this job, the employee may be exposed to weather conditions prevalent at the time.
· Work Environment: The noise level in the work environment is usually minimal to moderate. 
PERFORMANCE STANDARDS:  
· Annual performance appraisal
· Attainment of annual goals established between supervisor and employee
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