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	Job title
	Global Outreach Coordinator
	Position
	Part-Time

	Reports to:
	Chief Operating Officer
	FLSA
	Exempt

	Department Head
	Chief Operating Officer
	
	


Job Purpose

The Global Outreach Coordinator (GOC) is an experienced professional responsible for cultivating strategic partnerships through global and national outreach activities. The GOC performs a range of recruitment related tasks to promote and create awareness of the Els for Autism Foundation programs and services and generate consulting revenue. This position develops partnerships and relationships with agencies, professionals, businesses, schools, universities and other organizations interested in the Els for Autism Foundation’s program areas and best practices. The GOC also supports the interface between the Els for Autism Foundation in the U.S. with Els for Autism Foundations in Canada, the U.K. and South Africa. This position reports directly to the Chief Operating Officer.

Global Outreach Coordinator
Roles and Responsibilities
· Work with the Chief Operating Officer to develop and implement a comprehensive and innovative global and national outreach plan targeting agencies, professionals, businesses, schools, universities and other organizations.
· Coordinate the scheduling of board meetings and ongoing communications for the Els for Autism Canada and U.K. boards, while assisting the Chief Operating Officer with oversight of the South Africa Foundation.

· Assist the Director of Clinical Services with coordinating global families who demonstrate an interest in visiting The Els Center of Excellence for services for individual consultations and intensive GOALS programming.

· Collaborate with the program team to enable students and professionals to access both online and onsite training opportunities through the Foundation’s TEAM program.

· Respond to and manage all requests for practicum and internship opportunities in the programming department.

· Coordinate and manage all online webinars including recruitment of presenters, preparation of online platform training room, editing presentation recordings, and ensuring webinars are uploaded to the E4A website.

· Utilize marketing materials for the dissemination and replication of programs and services.

· Represent the Foundation at meetings, expos and conferences when appropriate to disseminate information about the Foundation’s programs and services. 

· Work collaboratively and seamlessly with program staff to respond to new potential partners who have demonstrated interested in replicating our programs and services.
· Determine potential partners relevant to the Foundation through ongoing research and evaluation and cultivate those relationships that best align with the Foundation’s strategic short- and long-term priorities and needs.

· Submit dissemination/replication proposals to engage potential partners on behalf of the Els for Autism Foundation in a timely and consistent manner. This includes collaborating with the program and finance team to develop concepts, gathering and formatting information and preparing clear communications to include: program summary, budget, timeline, and staff assignment (eg. #GameON Autism sports, WE, etc.)

· Research and assist in developing plans for expanding the Foundation’s global presence and services consulting revenues in the future.

· Serve as an ambassador of the mission of the Foundation in the interaction with the global autism community.
· Attend and participate in program and all staff meetings and necessary trainings/conferences as required.

Qualifications

Required

Education and Experience:

· Bachelor’s Degree required.  Advanced degree desirable.
· Four plus years of program and services experience in the field of autism spectrum disorder. Global experience highly desirable.
· Proven success in meeting and exceeding performance goals.
· Detail oriented, efficient, and effective in managing varied responsibilities.
· Must have documented successful partnership cultivation experience and a keen understanding of how services can be disseminated and replicated.
Job Knowledge and Skills:

· Has a strong performance orientation and skillful strategic thinking. Establishes clear expectations and continuously measures performance.

· The ability to work through stringent deadlines with acute attention to detail is required. Maintains focus on priorities.

· Independent problem solver, creating ideas for solutions.
· Self-starter with the ability to manage time effectively with high organization and follow through skills.

· Demonstrates excellence in both oral and written communications. 

· A high degree of integrity in dealing with confidential agency, supported family and financial information.

· Ability to coordinate with program and marketing team members.
· Commitment to the mission of serving individuals with autism spectrum disorder.
· Proficiency in Microsoft Office and email.

· Bilingual/Spanish literacy strongly preferred.
· Excellent public speaking and presentation skills.
· Ability to connect with others and forge strong relationships.
· Experience working in or with diverse communities.

Additional Requirements
Orientation and Training
· Must complete a Level 2 Background Clearance & employment paperwork
· Must sign Els for Autism Confidentiality Agreement and Media Release Forms
· Must complete Els for Autism Video/Photo Release

· Must complete Els for Autism Staff Training Modules, and HIPAA Awareness Training 
Professionalism

· Comply with Els for Autism and Els Design Group Brand Standards

· Display a high standard of integrity and conduct while serving as a representative and ambassador for the Els for Autism, its mission, and the vision of the Els family
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