
  

  

 

 

   

   
  

 

 
 

 
 
 

 

 

 

 

 

 

 

 

 

   
 

 

 

 

 

 

 

 

 

 

VIII. F. Sample 1 

Program  Officer
 
Position Description
 

The Program Officer assists the Commission with the implementation, coaching, and monitoring of AmeriCorps programs 
throughout the State of California. The Program Officer acts as a liaison between the Commission and assigned programs. 
He/She is knowledgeable of the National and Community Trust Act of 1993 and related state laws. Acting as a conduit for 
information and direct service impacts, and while completing other duties as assigned, the Program Officer meets and/or 
satisfies the following qualifications, personal characteristics, and position duties: 

Qualifications 

College Graduate • Highly Organized • Ability to Travel 
Computer Literate • Public Presentation Skills • Analytical 
Ability to Effectively Communicate Orally and in Writing 
Significant Service Program Experience 

Personal Characteristics 

• Highly Motivated 
• C r e a t i v e  

• Good Listener 
• Team Player 

• S e l f - S t a r t e r  
• Sense of Humor 

• Out-Going 
• Coaching Ability 

•Desire to Travel • Problem Solver • Positive Attitude • Imaginat ive  

Position Duties 

Coaching/Monitoring 
•	 Assist/coach assigned programs to success 
•	 Monitor the progress of each funded partnership 
•	 Plan and conduct program site visits 
•	 Link programs to encourage mentoring, peer coaching and the exchange of written materials 
•	 Work closely with each assigned program to insure compliance with fiscal matters
•	 Identify technical assistance and training needs for all programs within the assigned region; provide or broker the needed 

assistance 
•	 Assist programs in understanding and complying with federal and state requirements 
•	 Participate in on-going trainings for program officers and field representatives 

Documenting 
•	 Program communications/findings (Written and Verbal) 
•	 Develop Detailed Letters, Memos, and Forms: 

Purpose of Travel, Quarterly Planning, Site Visit Report, Action Plans, Assessments 

Outreach/Public Relations
•	 Work with the Commission’s public information and outreach officer to assist with outreach/marketing implementation 

strategies within assigned region 
•	 Connect grantees with one another in assigned region and outside of the region 
•	 Assist with conferences and meetings, including presentation of state updates 
•	 Handle phone calls and letters of inquiry from assigned region 

Miscellaneous Duties 
•	 Commission related projects 
•	 Attend regional network meetings, provide state updates and obtain information from the region 
•	 Identify technical assistance and training needs for all assigned programs 
•	 Assist with conferences and meetings, including presentation of state updates 
•	 Handle phone calls and letters of inquiry from assigned region 
•	 Perform other duties as assigned 


