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SEVEN HILLS

NEIGHBORHOOD
HOUSES

Bullding Strong Communities One Family at a Time

SEVEN HILLS NEIGHBORHOOD HOUSES
COMMUNITY ENGAGEMENT DIRECTOR
JOB DESCRIPTION

ABOUT SEVEN HILLS NEIGHBORHOOD HOUSES

As partners in the communities we serve; we are dedicated to improving the quality of life of our neighbors. Seven Hills
Neighborhood Houses is a non-profit partner that seeks to help residents of the West End neighborhood and beyond to
achieve success through empowering programs and services. This is rooted in partnerships with community members, local
government, schools and institutions of higher education and other non-profits among other important stakeholders.

JOB DESCRIPTION

This position involves the responsibility of creating and implementing systems to engage community members as partners in
collaborating to address community issues and to support the Seven Hills Neighborhood Houses and the WE Speaks Quality
of Life Plan. This work requires the exercise of independent judgment and is performed with considerable independence. The
employee in this position reports to the Executive Director through reports, conferences, and results achieved. The goal of
this position is to build community capacity to facilitate the implementation of the WE Speaks quality of life plan and Seven
Hills Neighborhood Houses programs through resident and cross-sector engagement that is participatory, inclusive,
deliberative, and collaborative.

PRIMARY ROLES & RESPONSIBILITIES

e  Build upon and implement a community engagement system and strategy;

¢ Review and evaluate engagement systems and activities and make enhancements to improve effectiveness;

e Provide consultation, training and assistance to staff and volunteers on implementing engagement tools;

e Identify potential community partners and build lasting and reciprocal relationships;

e Provide opportunities for continued involvement and a meaningful voice in identifying community needs and
shaping solutions in partnership and in support of other organizations;

e  Ensure that the needs of our culturally and economically diverse community are met and identify and remove
barriers to participation;

e  Use training, one-on-one interviews, and small group meetings and other techniques to facilitate engagement of
residents in taking initiative to solve community problems;

e Provide assistance in coordinating volunteers for projects;

e  Maintain accurate records and prepare reports related to program activities.

SPECIFIC STATEMENT OF DUTIES

e  Work in conjunction with the executive director and WE Speaks teams to promote and support the WE Speaks
Quality of Life Plan;

e Work with WE Speaks leaders and teams to coordinate monthly events for the various business, organizations,
residents, and supporters;

e Attend West End Community Council meetings and develop working relationships with committee chairs to
support community;

e Coordinate and supporting current initiatives, such as Ezz Fest and CPS: My Tomorrow, Family Fun Zones, West
End Business events, Opportunity Fairs, Home Sweet Home Help Hours, Home Sweet Home Resource Sessions,
Santa’s Workshop, etc.

e Identify funds through both fundraising and grant writing to support Community Engagement Events
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e Leverage agency programs and services to increase community engagement and participation in the
implementation of the strategies and goals of the WE Speaks quality of life plan;

e Communicate and promote WE Speaks to City manager, council, and departments to share the needs and priorities
of the community to access local government support, resources, and opportunities;

e Create and distribute monthly mailer to share WE Speaks updates, opportunities, upcoming events, and community
highlights to stakeholders, residents, partners, and other place matter community partners;

e  Attend meetings throughout the City and represent the West End and its quality-of-life plan;

e Develop and implement communication plan to increase awareness of WE Speaks activities, engagement
opportunities, and promotion;

e  Attend meetings that support and bring about awareness of opportunities for the West End community;

e Develop relationships and connections with West End community leaders, educational institutions, businesses,
organizations, and residents;

e  Manage social media accounts and website and add content on a daily/weekly basis;

e  Assist with grants, reports, and other documentation that helps to maintain compliance and financial stability;

e  Recruit and support volunteers that are providing services and support to our organization;

e Supervise CDC interns and Americorps staff member(s) and provide tasks and responsibilities;

e Create and maintain calendar of events and due dates that are vital to activities and needed actions;

e Create a West End directory that identifies organizations, leaders, contact information, and connections that
support or could potentially support the WE Speaks quality of life plan.

WORK ENVIRONMENT

This position is full-time and will require working irregular hours and some nights and weekends as necessary to complete
assigned duties and responsibilities. Work is performed in a variety of settings including offices, community meetings,
businesses, classrooms, and homes in the community. Frequent independent travel throughout the City is required.

QUALIFICATIONS

A Bachelor's degree in a related field is preferred for this position and two or more years of community organizing or other
related experience. The successful candidate will demonstrate the following:

e  Abroad skill set centered around cultural awareness, human development and group dynamics;
e  Strong organizational skills and the ability to manage multiple ongoing initiatives;

e Experience as a grassroots organizer, and managing events and volunteers;
e  Strong writing skills and experience writing grants, sponsorship proposals,

e Strong computer skills; including working knowledge of Microsoft Word, Excel, Outlook and Photoshop among
others;

e  Experience and success working in partnership with local residents and community organizations;

e Familiarity and connectivity with the West End community is preferred;

e  Effective communication skills, both oral and written;

e  Ability to work well with a diverse group of staff, volunteers and stakeholders;

e Success at managing a wide array of tasks and projects and an ability to thrive in a fast-paced work environment.

e The desire to be part of an organization that values service, people, integrity, responsibility, innovation and
teamwork.

TO APPLY

Please submit your cover letter and resume to Janice.sowell@7hillsnh.com. Only applicants being
considered will be contacted. This is a salaried position, pay commensurate with experience.

SEVEN HILLS NEIGHBORHOOD HOUSES IS AN EQUAL OPPORTUNITY EMPLOYER AND CONSIDERS APPLICANTS FOR ALL POSITIONS WITHOUT REGARD
TO RACE, COLOR, RELIGION, CREED, GENDER, NATIONAL ORIGIN, AGE, DISABILITY, MARITAL OR VETERAN STATUS, SEXUAL ORIENTATION, OR ANY
OTHER LEGALLY PROTECTED STATUS.
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