
TITLE:

Family Voices Hearing Program Coordinator



Part-time position-30 hours/week
PROGRAM:
Family Voices of Tennessee, A Program of the Tennessee Disability Coalition
SUPERVISED BY:
Family Voices Program Director 
SALARY RANGE:
$30,000.00 - $33,000.00 annually 

AVAILABLE:  
July 1, 2014
Minimum qualifications:  The applicant must be a parent of a child with who is Deaf or Hard of Hearing; must have working knowledge through training and/or experience of health care and related service systems for children who are Deaf and Hard of Hearing; good interpersonal and presentation skills; demonstrated organizational and writing skills; proficiency with computer software; must be able to travel (mostly in-state and); baccalaureate degree or equivalent experience.

Supervisory and administrative responsibilities:  
· Overall responsibility to oversee and manage the Family Voices Hearing Program

· Supervisory responsibility for Parent Consultants/Guides including recruiting, interviewing, hiring, orienting, coaching, managing and evaluating
Functional duties:
· Develop, in coordination with the Family Voices Program Director, a workplan outlining program activities, including parent consultant/guide responsibilities and documentation of client services and reporting
· Provide community outreach to stakeholders involved with children in need of hearing screening and services for hearing loss.
· Develop and maintain a list of Parent Consultant/Guides who are parents and/or relatives of children who are Deaf or Hard of Hearing
· Coordinate Hearing Program training

· Provide support, as necessary, to the Parent Consultant/Guides

· Review and approve documentation provided by Parent Consultant/Guides 
· Document activities in database

· Coordinate program evaluation activities

· Organize and prepare program reports
· Coordinate with contractors for interpreter services and other accommodations, as necessary

· Participate in bi-annual Newborn Hearing Screening Task Force meetings

· Collaborate with public and private organizations (such as Hands & Voices, Children’s Special Services, Tennessee Early Intervention System and others related to newborn screening and follow-up)
· Coordinate activities with Tennessee Parent-to-Parent Program

· Participate in required training and conference calls
· Represent the Family Voices Hearing Program at conferences, workshops and meetings.
· Other duties as assigned
Cover letter and resume may be emailed to: coalition@tndisability.org or faxed to  615.383.1176.
The Tennessee Disability Coalition is committed to providing equal opportunity and equal access. No person will be discriminated against because of race, religion, creed, color, sex, age, national origin, sexual orientation, veteran status, disability, or Limited English Proficiency. In alignment with those principals, the TDC requires that each employee adhere to the same standard of non-discrimination. Each staff member is required to have a signed Non-Discrimination Policy statement on file.

