Learning Center Coordinator

Position is responsible for day to activity and operation of the LaGrave Learning Center, the Kvasager Learning Center, and Neighborhood Networks Centers located at The Link and Homestead Place.  The LaGrave Center is the “lead” site and is located at LaGrave Place, a family complex for rent assisted families it is designed to provide computer training, personal development classes, and job skills training to residents, Family Self Sufficiency Program participants, other low income individuals and partner agencies.  Many of these activities are also available to the community at large.  In addition, the center also has several programs focusing on children, youth, and seniors.  These include computer activities, a homework club, and an after school program operated by the GFHA’s Client Services staff .  The  Center also hosts programs and activities for other agencies including the Grand Forks School District and NDSU Extension Service.  The facility has two dozen new PC’s and Kvasager has 12.  All are part of a LAN, and have Internet access plus Microsoft Office software, as well as career development software, Quick Books Pro, typing and other tutorial and children's software.  The Center is the focal point for the Resident Service Coordinator Program and many resident activities involve the use of the Center.

Primary areas of responsibility are:


Management functions



-planning monthly class schedule



-supervising Center staff (1 full time, 1 half time, 4 part time) and volunteers



-monthly record keeping and annual report preparation



-coordinating schedules and activities with other agencies

-coordination of the Steering Committee

-coordinate facility maintenance issues with appropriate staff

Teaching



-teach/coordinate teachers for computer classes


Community Relations



-carry out year round program of networking and information


Technology



-maintain LAN



-keep software/hardware current and operating



-advise Client Services Coordinator on needed changes and upgrades



-coordinate ACTT, a program to teach job specific skills to particpants



-Web page management for www.lagrave.com
The position also involves regular, frequent contact with residents and FSS participants in case management and problem solving situations.  The Learning Center Coordinator functions as a team member in the Grand Forks Housing Authority's Family Self-Sufficiency Program under the direction of the Client Service Coordinator.

Center hours vary, core hours are 8-5, M-F, with an average of two evening activities weekly which are staffed by "subject appropriate" personnel.  Coordinator should anticipate one evening weekly during Sept-May

Successful candidate will have experience and/or education in any of the following: human resource and project management, education/training, human services, technology/computer systems and use, or working with low-income and disadvantaged populations

Appropriate education includes Business Admin/Mgmt, Education, Social Work, Computer Science/Management Information Systems, or related fields.  Bach Deg preferred.

Must have excellent communication and teamwork skills, ability to work with all age groups, and willingness to learn new skills.  

Interested applicants can check www.lagrave.com for more info.

Minimum requirements include a good understanding of MS Office, Internet and e-mail.  Experience with LAN and web page design are important, but not rq'd.

