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Volunteer Position Description
Job Title:  Reach Out and Read Site Coordinator
Summary of the Position:

The Reach Out and Read Site Coordinator is the manager of clinic’s Reach Out and Read program and responsible for all administrative aspects. Site Coordinator serves as primary contact between the clinic and Reach Out and Read Colorado.  The role is most often voluntary in nature.

Works in conjunction with:
Reach Out and Read Colorado Staff 
Essential Duties and Responsibilities:

· Manage clinic’s books budget

· Order, stock, inventory, and track books

· Solicits and maintains collection of gently-used books

· Participate in program evaluation through annual site visit by Reach Out and Read Colorado staff and completing progress reports every 6 months

With Reach Out and Read Medical Consultant:

· Ensure all clinic’s providers are trained in the Reach Out and Read model

· Ensure clinic is carrying out Reach Out and Read program accurately and effectively

Additional Tasks As Time Allows:

· Builds local partnerships with organizations such as local library and service orgs.

· Recruit, train, schedule, and direct Reach Out and Read Volunteer Readers at clinic

· Assist with hosting legislative site visits with national and state elected officials
Skills and Qualifications:

· Familiarity with the clinic, the staff, and the patient population
· Organized with good time management
· Familiarity with computers including using websites and email
· Ability to PDSA (Plan, Do, Study, Act) new ideas
· Interest in children’s books a plus!
Time Commitment:  
Varies by clinic.  
Training:

· Conference calls with Reach Out and Read Colorado staff

· Reach Out and Read Colorado New Site Coordinator Kit Provided
· Site Coordinator Training as available
· Expected to attend Reach Out and Read Colorado’s Annual Statewide Meeting

· Assistance from Reach Out and Read Colorado Staff as needed
Benefits:

· Gain experience in program and budget management

· Opportunities in volunteer management, community building, and presentation skills
· Bring the love, joy and fun of books to children
· Develop positive relationships with children and families around books
Questions:

Contact Meredith goldin, Reach Out and Read Colorado Program Manager at 
303-623-3800 or meredith@reachoutandreadco.org.  

