Community-Based Work Study Program Open Positions
ACPPA Community Art Center
Position Title: Operations Manager (1 Opening)
The ACPPA Community Art Center provides access to diverse learning opportunities which use art as a tool to strengthen individual power and nurture creative self expression.

The Operations Manager will coordinate efforts needed to maintain daily operations within the CAC. This position reports directly to the Artistic Director, and works closely with the Volunteer Coordinator.

Specific duties include:

· Student registration

· Event planning

· Marketing and securing revenue building opportunities (i.e., facility rentals, open studios, art parties)

· Maintaining and updating online media (i.e., the newsletter, facebook page)

This position requires a highly self-motivated multi tasker who possesses good communication skills, and a knowledge and appreciation of arts and education. A Bilingual (Spanish) speaker is desired, but not necessary.
Flexible hours, but must be available for 3-4 hours on Tuesday, Wednesday, and Thursday. During events, some hours required on a Friday or Saturday (comp time is given the following week). 

Campaign for Working Families, a program of the Greater Philadelphia Urban Affairs Coalition 
Position Title: Tax Operations and Outreach Assistant (3 Openings)
The Campaign for Working Families seeks practical ways to improve the economic status of working people in Philadelphia, so that working families have the opportunity to increase their income, wisely manage their finances, protect themselves from expensive financial services, and build assets. The Campaign for Working Families works to increase the economic viability of Philadelphia’s low income working households so that they can plan for stable, secure futures, and can fully participate in civic and community life.  

At tax time (January-April), the Campaign for Working Families provides a free tax preparation service at 12+ sites in and around the city for low income working families. This program services more than 10,000 residents each year, and has saved participants roughly $16 million dollars in fees and other charges.

The Tax Operations and Outreach Assistant will assist with the strategic planning, set up, outreach and operation of more than 12 free tax sites in Philadelphia. 

Specific duties include:

· Participation in strategic planning prior to tax season

· Supporting the budget monitoring process for the Campaign’s Tax Operation

· Supporting staff and volunteer trainings through coordination/confirmation of venues, managing the communication of training dates, and supporting the development of materials and the curriculum

· Assisting with outreach to new potential customers,  by helping to build and maintain an outreach database, supporting the creation, development, and distribution of outreach materials, and providing outreach to community groups and neighborhoods where possible and/or appropriate

· Assisting the Operations Director in the site review process

· Supporting the update of the Policy and Procedures Manual and Tech Manual

· Supporting the Operations Director in finalizing tax site locations and hours

· Coordinating the IRS supply orders for tax sites

· Generating minutes from the weekly operations conference call

· Serving at a Campaign tax site as an administrative support, with a focus on quality and volunteer management

This position requires a team player who is flexible and responsive, has excellent written and oral communication skills, strong organizational skills, proficiency with word processing and spread sheets (data base experience is desired, but not required), is comfortable in diverse settings, and possesses a strong commitment to the mission of the Campaign for Working Families.
Hours are flexible.

The Women’s Medical Fund
Position Title: Access Counselor (2 Openings)
The Women’s Medical Fund is a small reproductive justice non-profit located in Center City, Philadelphia. The Women’s Medical Fund provides financial and other assistance to low income women and teens who have chosen to terminate a pregnancy, but lack the resources for a safe and legal abortion.
The Access Counselor will staff the Client Help Line.

Specific Duties include:

· Taking clients through a simple psychosocial intake process; then, providing information, referrals, financial assistance, and emotional support

· Documenting calls and then entering data into the Client Database

· Other daily administrative work as needed

· Potential work on other special projects as needed

This position requires a candidate who possesses a strong commitment to reproductive justice and the ability to work and assist people from diverse backgrounds in a supportive and non-judgmental manner. 
Other requirements include attention to detail and flexibility. Some experience in peer counseling or reproductive rights desired, but not required.

Student must be available to work during regular business hours, Monday through Friday.

