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We All Belong AmeriCorps* State Program

Hosted by the City of Burlington’s Community and Economic Development Office
Vermont’s population is becoming more diverse and reflective of a global citizenry. The We All Belong Program works with Burlington area non-profits, schools and city departments to help create inclusive workplaces and to offer more culturally competent services, events and programming for Burlington’s increasingly diverse community. The City of Burlington seeks to address issues of race and gender inequity by making organizational shifts in programs and services. AmeriCorps* State members support these shifts by serving with a participating agency as a full or part-time volunteer. 
Position Title: English Language Learning Intake Assistant 
Quarter Time
Organization Name: USCRI/ Vermont Refugee Resettlement Program
Description:
The English Language Learning (ELL) department of the Vermont Refugee Resettlement Program (VRRP), a field office of USCR,I is made up of qualified, dedicated, and caring teachers and volunteers who provide English language instruction free of charge to the USCRI/VRRP refugees and asylees, ages 17 to 65. Our Program is unique with its high quality English Language Learning instruction. All of our staff, volunteer teachers, and tutors are trained professionals in fields of Teaching of English for Speakers of Other Languages (TESOL) to provide the ELL Service to over 500 individuals. 
Key responsibilities will be to:
· Support community outreach to provide information on services and courses. 
· Participate in the client intake process; explain testing rules and procedures. 

· Be attentive to details when administering and proctoring tests, used as part of evaluation. 
· Use computer software programs and data entry functions, for program support. 
· Assist in maintaining participant records, paper and electronic, to document clients attendance.  
· Other duties as assigned by the ELL Coordinator.
Skills and Qualifications:
· Strong verbal and written communication skills.

· Ability to work well with others, communicate clearly and complete projects independently. 

· Interest and/or experience in working with diverse populations preferred. 

· Multilingual skills desired.

· At least any combination equivalent to an Associate's degree AND one (1) year experience in a job that requires good interpersonal and computing. 
Quarter time AmeriCorps positions are 450 hours of service from May 2016 thru August 2016. Part time benefits include a $3,316 living allowance and up to $1,515 Education Award, upon completion of service. We All Belong AmeriCorps* members join a team up to 20 other members, each serving in agencies and organizations across the Burlington, VT area. 

If you need an accommodation please call 802-865-7144 or for more information on the program see our website: 
http://www.burlingtonvt.gov/CEDO/AmeriCorpsState-Program
How to Apply
Send a resume, cover letter and contacts for two (2) references as one PDF document with email subject line listing the position title to  weallbelongvt@gmail.com 
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