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N ; Volunteer Corps

Experience. Service. Reflection.




Job Description, Program Associate (Part-time)—IVC DC / Metro Maryland 
www.ivcusa.org
Founded in 1994, the Ignatian Volunteer Corps (IVC) provides opportunities for men and women, ages 50 and older, to use their skills, talents, and life experiences to serve poor communities in need. Members of this Jesuit-affiliated program commit to volunteering 600 hours per year at their assigned site (generally Sept-June), and participate in IVC’s unique spiritual reflection program, rooted in the Jesuit tradition of Ignatian spirituality and discernment. IVC has grown to over 500 volunteers in 19 U.S. cities. IVC DC / Metro Maryland is one of the regions where the corps was launched 25 years ago and boasts a stable community of 25 volunteers serving at about 20 secular and faith-based organizations across DC and its surrounding five Maryland counties. Volunteers are in diverse positions of service including tutoring/mentoring at all levels of education to working in food pantries and shelters, social service agencies, hospital and prison ministries, immigration advocacy, and beyond. 
Position Description

The IVC DC / Metro Maryland regional office seeks a part-time Program Associate to provide recruiting assistance and a strategic recruitment plan to the Director. The Program Associate will be primarily responsible for helping to grow the IVC in strategic geographical areas of Washington, DC and its surrounding suburbs in the Archdiocese of Washington. Focus on volunteer recruitment will be foremost (approx. 80%) and will include:
· providing pro-active outreach to local parishes, civic, and senior groups
· developing and maintaining recruitment literature/materials, publicity and marketing materials (including basic website support) 
· creating and implementing a strategic recruitment plan
· representing IVC at occasional volunteer fairs and service forums
· facilitating the volunteer application process

· helping the director conduct personal interviews with prospective members.
In addition, the Program Associate will provide some ongoing administrative support in the areas of social media and the development of an e-newsletter and attend one volunteer community meeting per month, offering assistance to the Director as needed. 
This position is 20 hours per week, with flexible hours. The position is home-based, requiring significant local travel around Washington, DC and its Maryland suburbs (mileage will be reimbursed.) Start date is mid to late August. Applications will be accepted until the position is filled.
Qualifications

We are looking for a motivated self-starter who can communicate the IVC mission enthusiastically and effectively among prospective volunteers (who are mature, retired individuals) and diverse constituencies. The successful candidate will be able to set goals and work independently and possess excellent interpersonal skills in one-on-one and small group settings as well as in front of larger audiences. Candidate should have broad familiarity with the Catholic Christian faith, its local structure and its social teachings and feel comfortable working within Catholic/Christian communities. Communications/public relations and/or marketing background preferred. Driver’s license and use of personal vehicle required. Spanish fluency a plus.
To apply, please send letter of interest and cv/resume to: Mike Goggin, Ignatian Volunteer Corps, DC / Metro Maryland Director, 19 I Street NW, Washington, DC 20001 or e-mail mgoggin@ivcusa.org.
