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	Sample Job Description


This is a sample job description document.  It contains some of the duties, responsibilities and qualifications typically associated with this position, but is not intended to serve as a model or advice for specific job description content and format.  Your company should add, modify or delete as needed for your purposes.
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	Sample Job Description Continued


From the MRA Resource Center


Program Facilitator

	Job Title:
	Program Facilitator
	FLSA Status:
	

	Department:
	
	Reports To:
	Program Manager

	Prepared By:
	
	Prepared Date:
	

	Approved By:
	
	Approved Date:
	


Summary

Under the direction of the Program Manager, the Program Facilitator is responsible for facilitating support and education groups according to the program model.  

Essential Duties and Responsibilities

This list of duties and responsibilities is not all inclusive and may be expanded to include other duties and responsibilities as management may deem necessary from time to time.

1. Coordinates and prepares for group sessions in accordance with program model curriculum, personal experiences and group member experiences.

2. Evaluates previous group sessions and records any notable events or potential outcome. Reviews each group session, sets criteria and discussion points for the next session.

3. Prepares, monitors and submits attendance records. Collects group fees, verifies and submits group fee receipts. 

4. Completes, verifies and submits a Facilitators Report Form for each group session. Reports verbally and in writing, instances of inappropriate behavior during group, and new incidences of violence or threats to do violence to self or other by group members during involvement in program to the Program Manager.

5. Documents any relevant group member success stories and submits to the Program Manager.

6. Requests, reviews and distributes Completion Certificates in consistent with group completion compliance requirements. 

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience

Bachelor’s degree in human services major and/or a minimum of 3 years experience in education/support group facilitation.  Background in intimate partner violence perpetrators preferred. 

Physical Demands

Sitting, talking, hearing, walking, writing, and manual dexterity is required. Hearing and vision as it pertains to maintaining the safety of group members. Ability to navigate stairs in emergency situations.

This sample document is only an example and is based on the laws in effect at the time it was written. MRA-The Management Association, Inc. does not make any representations or warranties regarding the appropriateness or prudence of using this information for any particular individual or situation. Your company should add, delete, or modify the content of this document as needed to suit your purposes. This material is for your information only and should not be construed as legal advice. In some circumstances it may be advisable to have legal counsel review final documents prior to implementation. 
For further assistance call or visit www.mranet.org, © MRA – The Management Association, Inc. 
Wisconsin: 800.488.4845  Minnesota 888.242.1359  Northern Illinois: 800.679.7001  Iowa & Western Illinois: 888.516.6357
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