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My Sisters’ Place

One Water Street  3rd floor

White Plains, New York 10601

www.mysistersplaceny.org
Position Title: 

Sister-In-Law (SIL)

Position Description:
Criminal Justice & Systems Advocacy

Classification:

Direct Service/Accompaniment
Location:                           Family and criminal courts, police stations and human service agencies throughout

Westchester County; My Sisters’ Place (MSP) administrative offices in White Plains
and/or Yonkers

Position Reports To: 
SIL Coordinator
Time Commitment:
Varies based on assignment
My Sisters’ Place (MSP) is a not-for-profit 501(c)(3) organization, located in Westchester County, New York,  that has grown from a grassroots task force and drop-in center formalized in 1978 into a cutting-edge leader and resource in the field of domestic violence advocacy and services.  

The Sister-In-Law Accompaniment Program of My Sisters’ Place is a program of support for our clients, survivors of domestic violence, who need someone to go with them to court and other necessary appointments on their road to safety, self-determination and justice.

A successful Sister-In-Law will have:

· a strong interest in helping victims of domestic violence to exercise their rights.

· a desire to learn about unfamiliar and complex processes and an ability to share this information with the women with whom they work.

· an ability to maintain confidentiality and support DV Survivors in a non-judgmental and empowering manner. 

· an ability to work with and support individuals from diverse cultural backgrounds and with diverse life experiences.

· good communication skills and a detail-oriented and professional approach to work.

· a willingness to learn and practice methods of self-care and how to most effectively work with survivors of domestic violence.

A Sister-In-Law’s responsibilities include:

· attending all trainings and SIL meetings with Coordinator

· working with MSP referring staff and clients to arrange accompaniments

· maintaining confidentiality about the client and the case 

· providing clients with support and assistance in the courts and at related appointments related to accessing resources and services in the community and assessing options.

· advocating for victims with court or other personnel. (This does NOT involve speaking on behalf of the client when in the presence of a judge OR offering legal advice)

· tracking services provided, maintaining required records and on-going communication with SIL Coordinator.

Training Required:
Completion of 30 hours of training which includes: MSP101; DV101; The Effects of DV on Children; What you need to know to be an effective Criminal Justice & Systems Advocate; Confidentiality & Safety Planning for DV Survivors

No Calls Please.  To apply please send a completed volunteer application, resume and a thoughtful cover letter to:

Sharron Tetrault, SIL Coordinator

My Sisters’ Place

One Water Street 3rd floor

White Plains, New York 10601

Email: stetrault@mysistersplaceny.org     Fax: 914.683.1412
My Sisters’ Place

One Water Street  3rd floor

White Plains, New York 10601

www.mysistersplaceny.org
Position Title:


Childcare Worker
Classification: 


Direct Service
Location:


White Plains and Yonkers
Position Reports To:

Program Managers
Time Commitment: 

4 hours per week

White Plains Office, Monday  5:15pm - 7:15pm 

Yonkers Office, Tuesday 4:30pm – 6:30pm

My Sisters’ Place (MSP) is a not-for-profit 501(c)(3) organization, located in Westchester County, New York,  that has grown from a grassroots task force and drop-in center formalized in 1978 into a cutting-edge leader and resource in the field of domestic violence advocacy and services.  

The Childcare worker is responsible for providing supervision to the children of clients who are receiving individual and group services.  
DUTIES 

· Maintaining the safety of children while parents or caretakers are in session

· Planning and providing structured activities for children; i.e. arts and crafts, reading, etc.

· Maintaining the children’s play area; setting up and clean up of toys and activities

· Advising Deputy Director of behavioral/safety issues that may arise with children

QUALIFICATIONS

· Two years of prior childcare experience desirable; preferably with babies, infants, and toddlers

· Ability to work with multiple children at one time

· Ability to coordinate structured activities with children

· Positive attitude and strong work ethic a must

· Good communication skills

· Bilingual English/Spanish a plus
No Phone Calls Please.  
To apply please send completed volunteer application with resume (if applicable) by mail, e-mail, or fax:

Volunteer Programs

My Sisters’ Place

1 Water Street 3rd Floor

White Plains, NY 10601
volunteer@mysistersplaceny.org
FAX:  914.683.1412
My Sisters’ Place

One Water Street  3rd floor

White Plains, New York 10601

www.mysistersplaceny.org
Position Title: 

Training Support
Classification:

Administrative

Location:

White Plains or Yonkers Office 
Position Reports To:
Training Coordinator

Time Commitment: 
3-8 hours per week
My Sisters’ Place (MSP) is a not-for-profit 501(c)(3) organization, located in Westchester County, New York,  that has grown from a grassroots task force and drop-in center formalized in 1978 into a cutting-edge leader and resource in the field of domestic violence advocacy and services.  

The Training Department plays an integral role in a coordinated community response against domestic violence through education and empowerment.  Administrative and other support is needed for educators who travel throughout Westchester County, offering workshops and professional trainings to diverse audiences.

DUTIES
· Administrative:

· Respond to incoming training requests

· Support upcoming trainings through preparation of materials and supplies

· Process pre/post tests, evaluations, and sign in sheets

· Support trainer during workshop by distributing materials

· Assist with expansion of both training programs through outreach, including:

· Research new facilities in Westchester County to contact 

· Make phone calls to various facilities to discuss training opportunities

· Prepare letters and informational packets for mailings and face-to-face meetings to be conducted by the trainer
· Support with data entry, such as

· Outreach log

· Monthly statistical worksheets 

· Pre/post tests and evaluation analysis

· ALICE database 

· Email and address databases

No Phone Calls Please.  
To apply please send completed volunteer application with resume (if applicable) by mail, e-mail, or fax:

Volunteer Programs

My Sisters’ Place

1 Water Street 3rd Floor

White Plains, NY 10601
volunteer@mysistersplaceny.org
FAX:  914.683.1412

My Sisters’ Place

One Water Street  3rd floor

White Plains, New York 10601

www.mysistersplaceny.org
Position Title: 


In-Kind Donations Assistant 
Classification: 


Outreach/ Development 

Location:

White Plains Office

Position Reports To: 

Development Coordinator
Time Commitment:

Approximately 2-4 hours per week

My Sisters’ Place (MSP) is a not-for-profit 501(c)(3) organization, located in Westchester County, New York,  that has grown from a grassroots task force and drop-in center formalized in 1978 into a cutting-edge leader and resource in the field of domestic violence advocacy and services.  

My Sisters’ Place (MSP) seeks a dependable and honest part time Coordinator who will work with the Development Department, and other Staff to help with various donations from individuals and community groups.
The successful candidate will have:

· A friendly phone manner

· Excellent communication and organizational skills

· A desire to help others and be of service

· Excitement to be part of a fast paced team committed to fulfilling My Sisters’ Place mission 

In-Kind Donations Coordinator responsibilities include:

· Answering In-Kind Donation voicemail

· Returning calls and messages regarding In-Kind Donations

· Schedule delivery of In-Kind Donations

· Create and mail acknowledgments and other letters to donors regarding In-Kind Donations

· Data entry of In-Kind donors

· Keep the In-Kind Donation Space neat and organized

· Sending out informational packets and distributing our In-Kind donation policies

No Phone Calls Please.  
To apply please send completed volunteer application with resume (if applicable) by mail, e-mail, or fax:

Volunteer Programs

My Sisters’ Place

1 Water Street 3rd Floor

White Plains, NY 10601
volunteer@mysistersplaceny.org
FAX:  914.683.1412
My Sisters’ Place

One Water Street  3rd floor

White Plains, New York 10601

www.mysistersplaceny.org
Position Title: 

Volunteer Coordinator
Classification:

Outreach/ Development

Location:

White Plains Office 
Position Reports To:
Deputy Director of Policy & Training

Time Commitment: 
3-8 hours per week
My Sisters’ Place (MSP) is a not-for-profit 501(c)(3) organization, located in Westchester County, New York,  that has grown from a grassroots task force and drop-in center formalized in 1978 into a cutting-edge leader and resource in the field of domestic violence advocacy and services.  

The Volunteer Coordinator assists in the recruiting, interviewing, and scheduling of volunteers, as well as matching them to open positions. He/She is responsible for contacting potential volunteers, answering general questions, and sending out information and the application packet.  
Responsibilities and Duties Include:
· Coordinate volunteers’ schedules throughout the organization

· Contact volunteers and provide information and application materials

· Assist with the recruitment of volunteers

· Screen applications and assist in matching volunteers with appropriate positions

· Work closely with staff to ensure compatibility of staff and volunteer needs and priorities

· Keep volunteer database updated

· Maintain regular contact with volunteers through email, phone or face-to-face meetings

No Phone Calls Please.  
To apply please send completed volunteer application with resume (if applicable) by mail, e-mail, or fax:

Volunteer Programs

My Sisters’ Place

1 Water Street 3rd Floor

White Plains, NY 10601
volunteer@mysistersplaceny.org
FAX:  914.683.1412
My Sisters’ Place

One Water Street  3rd floor

White Plains, New York 10601

www.mysistersplaceny.org
Position Title: 


Community Liaison





Classification: 


Outreach/ Development
Location:

White Plains Office
Position Reports To: 

Director of Development  
Time Commitment:

Varies, 3-5 hours per week
My Sisters’ Place (MSP) is a not-for-profit 501(c)(3) organization, located in Westchester County, New York,  that has grown from a grassroots task force and drop-in center formalized in 1978 into a cutting-edge leader and resource in the field of domestic violence advocacy and services.  
My Sisters’ Place (MSP) seeks dependable Community Liaisons who will work with the Development Department and other Staff to help spread the word about My Sisters’ Place programs and services throughout Westchester County. 

The successful candidate will have:

· Friendly phone manner

· A desire to help others and be of service

· Excellent communication and organizational skill

· Excitement to be part of a fast paced energized team committed to fulfill our mission.

Community Liaisons responsibilities include
· Identifying, setting up, and distributing MSP information at local events

· Distributing My Sisters’ Place materials, such as newsletters, brochures, and other outreach materials in certain areas (including: libraries, emergency rooms, health clinics, laundromats and places of worship)
· Identifying local organizations and individuals that My Sisters’ Place should foster relationships with

· Keeping track of community contacts
· Coming to the White Plains office as needed to re-stock materials 

· Working with the Development Department and/or other volunteers to assist with fundraising and educational events
No Phone Calls Please.  
To apply please send completed volunteer application with resume (if applicable) by mail, e-mail, or fax:

Volunteer Programs

My Sisters’ Place

1 Water Street 3rd Floor

White Plains, NY 10601
volunteer@mysistersplaceny.org
FAX:  914.683.1412
My Sisters’ Place

One Water Street  3rd floor

White Plains, New York 10601

www.mysistersplaceny.org
Position Title:


Computer Facilitator – Life Skills Program
Classification: 


Direct Service
Location:


Yonkers
Position Reports To:

Manager, Life Skills Program

Time Commitment: 

4 hours per week

Hours/days flexible – 

10am – 12pm - 2 times per week

12:30 – 2:00 pm – 2 times per week
My Sisters’ Place (MSP) is a not-for-profit 501(c)(3) organization, located in Westchester County, New York,  that has grown from a grassroots task force and drop-in center formalized in 1978 into a cutting-edge leader and resource in the field of domestic violence advocacy and services.  

The Computer Facilitator is responsible for providing computer instruction to the participants of the Life Skills Program.
DUTIES 

· Developing and implementing lesson plans in the areas of Microsoft PowerPoint, Excel, Word, and word processing/typing program.
QUALIFICATIONS

· Ability to work in a classroom setting of 8-12 participants

· Ability to coordinate structured activities with participants, plan lessons and implement

· Ability to teach to students at various levels of computer literacy at once
· Positive attitude and strong work ethic a must

· Good communication skills

· Bilingual English/Spanish a plus
No Phone Calls Please.  
To apply please send volunteer application with resume (if applicable) by mail, e-mail, or fax to:

Volunteer Programs

1 Water Street 3rd Floor

White Plains, NY 10601
volunteer@mysistersplaceny.org
FAX:  914.683.1412
