
 
Great Expectations Support Coordinator 

July 2019 

 
Interfaith Outreach & Community Partners’ mission is to engage the heart and will of the community to respond to 
emergency needs and create opportunities for all to thrive. Interfaith Outreach is a human service nonprofit that 
ignites the power of community to provide urgent and strengthening services in eight Twin Cities western suburbs so 
families can live their best lives, children can succeed, and the entire region can prosper and shine. Serving the west 
Hennepin communities of Hamel, Long Lake, Medicine Lake, Medina, Minnetonka Beach, Orono, Plymouth and 
Wayzata since 1979. For more information, visit iocp.org. 
 
Interfaith Outreach is looking for highly qualified candidates for our Great Expectations Support Coordinator 
position (part time – 32 hours per week, benefit eligible). This position will support the Great Expectations Initiative 
Director as well as anchor partners, committees, teams and volunteers in all aspects of scheduling, programming and 
administration for the Great Expectations program. The Great Expectations Initiative facilitates school and 
community efforts to close identified cradle-to-career educational opportunity and achievement gaps of children 
and youth of low-income families and/or families of color who live in the west suburban communities served by 
Interfaith Outreach and the Wayzata and Orono School Districts. 
 
The Interfaith Outreach work environment is client centered, values driven, team oriented, fast paced, diverse, and 
focused on learning and professional development. We have a strong internal culture of collaboration and team 
support and a deep commitment across staff to mission.   
 
Core Areas of Responsibility Include: 

 Represent the Great Expectations Initiative in a professional manner reflecting the values of Interfaith 
Outreach and its vision, mission and culture 

 Welcome and support volunteers throughout the organizations; act as a resource for volunteers 

 Function as a liaison between the Great Expectations Initiative and staff, anchor partners, committees, 
teams and volunteers  

 Volunteer support to identify volunteer opportunities, train and supervise volunteers, and serve as a 
resource 

 Programming support to develop, implement, plan, and evaluate new and existing programs 
o Possesses working understanding of systems and policies contributing to opportunity and 

achievement gaps 

 Administrative support to Great Expectations Initiative Director as well as staff, anchor partners, 
committees, teams and prospective donors 

 Participate in job-related educational or training events as requested 
 
Schedule Requirements: This is a 32 hour-per-week position with the occasional need to attend meetings or events 
outside of the regular workday (e.g. early morning fundraising breakfast, evening committee meetings). 
 
Required Qualifications Include: 

 A combination of education and work experience as follows: 
o High school diploma/GED and 4+ years in program administration assistance 
o Associate or bachelor’s degree and 1+ year in program administration assistance 

 Excellent clerical, organizational, time management and customer service skills 

http://www.iocp.org/


 Excellent oral, written and interpersonal communication skills 

 Proficiency in the Microsoft Office Suite – Word, Excel, PowerPoint and Outlook   

 Ability to use scheduling tools such as Doodle 

 Strong problem solving skills 

 Ability to anticipate and prioritize responsibilities of the position, strong multi-tasker 

 Team player, ability to support large teams across a variety of skill levels (volunteers, committees, anchor 
partners) 

 
Preferred Qualifications: 

 Familiarity with one or more of the historically underserved communities served by Interfaith 

 Ability to understand a program vision/strategy and execute on the details to achieve it 

 Ability to use or learn to use desktop publishing and similar software for creating flyers, brochures, etc. 
 
To be successful as a staff person at Interfaith Outreach, the ideal candidate possesses the following characteristics 
and traits:  
 

 A deep commitment and passion to Interfaith Outreach’s mission and work 

 A generator of new ideas and approaches while honoring the organization’s rich history 

 A versatile person who can work successfully in a broad array of organizational settings 

 Demonstrated cultural competence with a focus on equity and inclusion 

 Highly skilled at communication and collaboration 

 Able to work effectively with volunteers 

 Strong advocate for people living in poverty and social justice work  

 Creative with the ability to think out of the box 

 Approachable and a good listener 
 
We offer competitive salary and a comprehensive benefits package.  
 
Interested candidates should submit a resume and cover letter to humanresources@iocp.org. Candidates are 
considered as submissions arrive. Position open until filled. 

 
Interfaith Outreach values a diverse work environment. 

People of color and people from other underrepresented communities are strongly encouraged to apply.  
Interfaith Outreach is an Equal Opportunity Employer. 
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