	

CLIENT SERVICES DIRECTOR POSITION DESCRIPTION

Objectives of the position: The Client Services Director is responsible for the day-to-day operation of the pregnancy center. This includes the training and management of all volunteers and the implementation of necessary programs to meet client needs.

Status: Non-exempt. 35 hrs/week

Reports to: The Executive Director

Supervises: All volunteers

Qualifications:

1.	Be a committed Christian who demonstrates a personal relationship with Jesus Christ as Savior and Lord
2.	Exhibit strong commitment and dedication to the pro-life position and sexual integrity
3.	Agree with and be willing to uphold the Statement of Principle, Statement of Faith, and policies of the center
4.	Have a bachelor's or master's degree, preferably in a helping field, or related experience equivalent
5.	Have one year of experience as a volunteer in some ministry capacity
6.	Have two years of experience in a helping profession in a position requiring management experience or equivalent
7.	Exhibit skill in interpersonal communication, public speaking, and problem solving 
8.	Be able to provide spiritual leadership, discipleship, and support to the volunteers
9.	Be able to carry out responsibilities with little or no supervision

Essential Functions:

I. Administrative

1. Make prayer an integral part of the day-to-day operation of the pregnancy center
2. Formulate and revise operational policies and procedures necessary for consistent operation, with Executive Director approval.
3. Interact with Executive Director to relate client or staff needs, progress of center, problems, goal-setting and implementation
4. Assist with compilation of program statistical information, including data entry, if necessary
5. Serve on appropriate Board committees
6. Participate in continuing education to stay current on best practices with regards to PRC services and programming.
II. Client Services and Programming

1. Develop and maintain a monthly schedule for peer consultants
2. Oversee peer consulting and other services provided to clients
3. Provide peer consulting and services for clients when volunteers are not available
4. Supervise all volunteers, including volunteer program coordinators (e.g. Men’s Ministry and Boutique Coordinators)
5. Evaluate, select, and maintain needed educational materials and resources for client use
6. Maintain and update the referral resources for volunteers and client use 
7. Develop and maintain current policies and procedures relating to client services
8. Ensure client confidentiality protocols are maintained and client needs addressed 
9. Oversee client communications, including the phone line, text line, HopeSync, PPE email newsletters, and client portal messages

III. Volunteer Engagement

1. Conduct on-going volunteer training seminars 
2. Assist in recruiting, selecting, and interviewing possible volunteers for the ministry
3. Perform background checks on volunteer applicants
4. Conduct and supervise the orientation of new volunteers in the center 
5. Perform volunteer evaluations
6. Develop and maintain a volunteer newsletter
7. Develop and implement regularly timed volunteer appreciation practices
8. Assist Board of Directors with an annual volunteer appreciation event
IV. Public Relations

1. Participate in fundraising events, as requested by Executive Director
2. Speak in public about the PRC, its mission and programming as needed
3. Network with community agencies working in the realm of family services, maternal and child health


Approved by the Executive Director on 11/29/24.
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