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Title: 


Match Support Specialist 

Job Summary:  
The primary function of this position is to provide match support to ensure child safety, positive impacts for youth, constructive and satisfying relationships between youth and volunteers, and a strong sense of affiliation with Big Brothers Big Sisters of Central Indiana (BBBSCI) on the part of volunteers, children, parents/guardians, and families.  

Reports To: 

 Match Support Team Leader
Essential Job Functions:
· Conduct match introductions for new matches.

· Contact program participants according to agency standards to ensure child safety, child development, and positive relationships through in-person meetings, phone calls, standard mail, or emailing. 
· Maintain a 91% (or higher) contact rate with matches.

· Maintain accurate records and documentation of all contacts.

· Assess each match/participant on an individual basis to determine additional support needed which could include having knowledge of and utilizing outside resources to help strengthen the match.
· Interpret and solve problems that exist within matches.

· Collect and review completed SOR, and POE surveys on a timely basis and enter information into AIM program. Utilize this information to assess the match relationship. Follow up on any concerns indicated, offer advice to encourage growth in problem areas.

· Oversee site matches, in conjunction with Director, Site-based relations, which includes attending sessions at least once a month to interact with matches and site director, assess match relationships, ensure child safety, offer activities that will encourage interaction between volunteer and child, and act as a consultant/encourager to guardians.

· Assess match closures for potential re-matching. Encourage participants to continue involvement when appropriate for individual and Agency.

· Offer discount tickets and activities to matches, in conjunction with Educational Enrichment Activities Coordinator.

· Encourage matches to participate in agency and community events which will encourage growth of the match relationship as well as provide support and growth to the agency.

· Seek and offer advice, encouragement, and a helping hand to others on the team as well as other staff in the Agency.

· Complete surveys, anniversary meetings, and home visits when needed.

Other Job Functions: 

· Serve on an Impact Team and various committees within the Agency to help develop community involvement and encourage participation in BBBSCI.

· Write “match stories” to assist the marketing and development department. 

· Write award nominations, letters of recommendation, and scholarship requests for matches.

· Attend trainings to grow as an individual to increase own skills and performance and to gain knowledge of potential problems, “red flags”, and helpful resources.

· Promote the Agency and its program by recruiting participants.

· Attend as many agency activities planned for the matches as possible to observe and interact with participants, watch for potential safety issues, and offer suggestions for activities whenever possible.
· Attend regular department, one-on-one, impact, and all staff meetings.

· Perform other duties as assigned by the Team Leader.
Qualifications and Requirements:
· Ability to supervise volunteers, matches, and parents for own specific department.
· Assessment and relationship development experience with child and adult populations; understanding of child development and family dynamics.
· Proficient in Microsoft Office Suite applications.
· Must have reliable transportation, valid driver’s license, and meet state required automobile insurance minimums.

· Must pass background and reference checks and meet job criteria.

· Bi-lingual, Spanish-speaking skills are desired.

Credentials and Experience:
· Minimum bachelor’s degree in social services, education, criminal justice, or related field preferred or equivalent experience.
· Minimum two to four years of experience in non-profit management or social work desired.
· Education and experience equivalencies will be considered.
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Disclaimer: Although the Agency has attempted to accurately and thoroughly describe this position, the Agency reserves the right to change the same, including changing, adding to or subtracting from the duties outlined, within the sole discretion of the Agency, at any time, with or without advance notice.  This job description in no way implies that these are the only duties, including essential duties, to be performed by the employee occupying this position.  This job description is not an employment contract, implied or otherwise.  The employment relationship remains “at-will.”  The aforementioned job requirements are subject to change to reasonably accommodate qualified individuals with disabilities.  








BBBSCI is an equal opportunity employer


