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Maine Service Enterprise Initiative  
Developing Solutions through Service


POSITION:  Service Enterprise Trainer/Coach
SUPERVISORY RELATIONSHIP:  Supervision is established by individual contract or as set forth in the Service Enterprise MOU for Trainer/Coaches
SUMMARY:  The Service Enterprise Trainer/Coach provides identified Service Enterprise training and coaching to organizations looking to revitalize, build or enhance their volunteer structures and engagement practices that result in advancing their mission and financial sustainability goals. 
ESSENTIAL FUNCTIONS
Essential Trainer Functions:
· Deliver Service Enterprise training modules, as designed by Points of Light, in classroom-style settings using varied presentation formats to diverse audiences.
· Lead and coordinate training activities to ensure successful and timely delivery of quality educational experiences that increase Service Enterprise knowledge and skills within nonprofit and other organizations.
· Ensure adequate administration of training modules including but not limited to preparation of materials, supplies, visual aids and evaluations.  
· Use skill and judgment to ensure written or verbal outputs are clear, accurate, grammatical and of appropriate tone. 
Essential Coaching Functions:
· Implement the Service Enterprise coaching program using approved materials and facilitation methods including manuals, toolkits, guides, presentations, and videos within formal and informal environments.
· Engage organizations in Service Enterprise coaching program goal setting, monitoring and evaluation process.
· Track and communicate progress on each organization’s action plan to Maine Commission for Community Service within agreed upon timelines. 
· Provide support and services specific to organizational action plans based on Service Enterprise certification rubric goals. 
Other Essential Functions:
· Act as a Service Enterprise training and coaching representative on behalf of the Maine Commission for Community Service to community organizations in accordance with the MOU for Service Enterprise Trainer/Coaches.
· Support the vision and goals of the Maine Commission for Community Service’s Maine Service Enterprise Initiative.
MARGINAL FUNCTIONS:
· Maintenance and inventorying of training materials.
· Maintenance of training records, including attendance and progress records.
· Coordination with other network trainers.
· •Engage in ongoing business development by recruiting organizations into Service Enterprise program.
PRINCIPAL WORKING RELATIONSHIPS:
· Act as consultative expert to organizational representatives considering participating or engaged in training cohorts. 
· See MOU for Service Enterprise Trainer/Coaches for requirements related to the Commission and the Points of Light Institute
KNOWLEDGE, SKILLS, AND ABILITIES:
· Current knowledge of Service Enterprise concepts and leading practices in the field of volunteer development and management, organizational change and/or team building concepts.
· Effective and courteous communication with internal and external stakeholders. 
· Demonstrated skill in public speaking, teaching and instruction, written communication, and facilitation.
· Competency with instructional technology, including common presentation software, computers and peripherals used in instruction.
· Ability to provide constructive feedback and accurate outcome reporting to trainees and sponsors in writing and orally. 
· Meets any applicable safety requirements for the position and work environment(s) including prompt injury reporting.
QUALIFICATIONS:
· Successful track record of training and/or coaching individuals, teams or organizations in a variety of related topics
· Minimum of three years’ experience in volunteer engagement, change management, training and development, or related fields
· Experience as part of an organizational team that guided/supported a change management process
· Demonstrated experience working with executive leadership and senior leadership teams
WORKING CONDITIONS:
· Depending on assignment, position activities typically take place in classroom or board-room settings, meeting rooms and office settings.
· Delivery of training/coaching occurs across the state and requires frequent vehicle transportation of self and materials 
· Assignments include face to face, telephonic and electronic communication, personal interaction with others requiring seeing, hearing and speaking.  
PHYSICAL AND INTELLECTUAL DEMANDS
· Lifting up to 20 pounds and exerting up to 20 pounds of force
· Trained facilitation Patience and facilitation abilities
· [bookmark: _GoBack]Organizational skills
· Promptness
· Able to formulate appropriate responses to requests for services and information from internal or external customers


MCCS Service Enterprise Trainer/Coach Position Description	2
Revised May 2018
image1.jpeg
Enterprise

POINTS
OF LIGHT





image2.png




