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Join us for the January 2012 DEN Luncheon

A New Topic fora New Year!
Friday, Jan 20, 2012 at 12:00 PM
Tarpy's Roadhouse
2999 Hwy 68
Monterey, CA 93940

2012 brings with it a number of new laws, regulations
and court cases, which will impact the day -to-day
operations of California Employers.

Employment Attorney Elisabeth A. DeBartolo will discuss
the new laws, methods for compliance, and possible
consequences of noncompliance. Attendees will

receive useful handouts about the new laws and other
relevant information. You will leave with the tools to

bring your organization up-to-date.

For more information, contact Lauren at 649-6444x203

www.DevelopmentExecutivesNetwork.org
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Mission

The mission of the
Development Executives
Network is to provide
useful, high quality
programs and training,
build a sense of
community among local
nonprofits and provide
members and guests with
the opportunity to network

with each other.

Contact

Have an item you would
like to include in a future
DEN newsletter? Please
email employment and
professional development
opportunities,
advertisements, photos,
etc. to Anna Dudney at
adudney@miis.edu by the
end of the month to be

included for the following

Employment Opportunit  ies

** Please note: DEN members can post job opportunities through this newsletter

free of charge; the fee is $25 for non -members. Placing an advertisement in the
newsletter carries a fee of $25 for both members and non -members. Please limit
job opportunities to no more than two pages. C  ontact Anna Dudney at
adudney@miis.edu to include material in the next issue.

Community FoundatQooum tfyor
Philanthropic

Mont er e\
Services Officer

Job Purpose: The Philanthropic Services Officer reports tDitikeetor of Resource
Development and has primary responsibilitygbilanthropic services provided to CFMC
fund holders. The Communifoundation haalmost 300 funds, including donor advised,
agency andlesignated. The Philanthropic Services Officer serves as the primary conta
fund holders, manages fund holder service systems and provides individualized assist
The Philanthropic ServicesDfi cer i s al so responsi bl e
scholarship and awards programs. Based on the duties described below, thistima,full
exempt position with benefits.

Primary Duties and Responsibilities:

A Pl an and i mp!| emefand hoklér seavices gcross sl fundtypesn h
A Provide individualized philanthropic
A Participate in orientation meetings
and intentions

A Devel op ampthensivé and agdurate iofarmation regarding donor advisa
interests and preferences

A Meet with donor
A Serve as the

advi sors on a
pri mary

regul a
cont act for fun

and the Foundmaetal onés work in ge

A Receive and track grant requests fro
A Conduct due diligence on donor advi s
levels

A Devel op pr oc e-Bnesmsentin CFMCrg@msuiandaniiatives iy donor
advisors

A Develop donor advisor education and
A Manage DonorCentral, the Foundationd
A Admi ni st emschalarship pfragtamsdaadiaward programs, including
procedures, approvals and stakeholder communications

A Manage communications with
funds and fund holders to Communications Officer

A Pr o d usaerequestpddar internal and external audiences
A Ma i n t-farictionaloworkirsy selationships with other departments needed for time
and fullservice philanthropic support to fund holders

A Serve as | iaison wit h nocoogestaem ogportanitiés

fund hol d

that support fund hol dersdé6 philanthrop
A Supervise and monitor work of intern
A Manage and facilitate speci al projec

A Parti ci p ainirg arid professioma develppment, ancluding staying abreast
industry trends and their appropriateness forthe@&an i ondés phi |l ant h
practice

Continued on next page
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Employment Opportunities (continued)

Qualifications:

A Bachelordés degree or higher

A High Il evels of i atdergfessionaism | oyal ty, discretion
A People skills and customer service orientatio
A Excellent communication skills (both verbal a
presentations

A Proficiency with computer technology includin
concepts

A Team oriented with an ability to work cooper a
members, consultants and community leaders from diverse backgrounds

A Ability to organize, prioritize &nd manage mu
independently

A Strong analytic, interpersonal and networking

board members, grant seekers and foundation staff from diverse backgrounds

A Strong attention to detail

A High degree of tHe&aundationpaustomér satistactisnsandayumalityo f

orientation

A Able to |ift a 30 pound -trbck/dollyavithch loadafrl150y it 100
pounds a distance of 100 yards; and access items on shelves and in files located 0 to 60 inches

above the floor

A Must have a valid California driver's license
insurance as required by law, for travel throughout Monterey County

A Prior development experienceorkingwithiesi rabl e but
volunteer and/or in the ngprofit sector is desirable

To Apply: Interested individuals should submit the following by clicking on the link below:

1. A letter of interest explaining your relevant experience and how your background qualifies
you for this position

2. Resume



Employment Opportunities (continued)

The First Tee of Monterey County
Gol f and Life Skills Coach

DEPARTMENT: Programmin@UPERVISOR: Program Coordinator FLSAATUS: NorExempt

The First Tee of Monterey Countyds mission i s toc¢
for a better future. We provide active involvement in life skills that are learned eampusin the

classroom and in service aneéntorship to each other and the community.

Position Summary

The Golf and Life Skills Coach is responsible for role modeling, guiding and coaching young people to
become responsible future citizens and committed, active golfers; positively impactiniyeiseinrough

The First Tee Golf and Life Skills Experience using lesson plans and The First Tee Coach Building
Blocks;

Chapter Overview

The First Tee of Monterey County is one Chapter of a national/internationgrafinyouth initiative

called The Fist Tee. The First Tee was created in 1997 by the World Golf Foundation to provide young
people of all ethnic and economic backgrounds an opportunity to develop, through golf and character
education, lifeenhancing values such as honesty, integrity andspanship. By engaging young people

in a combination of life skills, leadership and golf activities, they also are exposed to positive traits that
will help them achieve success in life. In the process, participants become valuable assets to their
communiy. The First Tee Life Skills & Golf Experience is the unique component that sets The First Tee
apart from many other successful junior golf programs.

Duties and Responsibilities

Under the direct supervision of the Program Coordinator;

[J Promote The First Tee6s mi ssion by modeling The First Tee
First Tee Code of Conduct

[] Active in The First Tee Coach training program

[] Proficient in the delivery of TARGET, PLAYer, Par, Birdie and Eagle curriculum including the Nine

Healthy Habits

(] Ensure that classes are set up according to the lesson plan at least 30 minutes prior to the start of the
scheduled lesson

[] Utilize yardage books during lesson time and encourage participants to use books outside of class time

[ Create and distribute Lesson Plans for TARGET, PLAYer, Par, Birdie and Eagle classes to all
volunteers including school teachers, and junior mentors

[J Conduct student Skills Reviews

[] Provide a safe environment in all areas

[J Conduct pre-lesson coaching sessions tmaches and volunteers at least 15 minutes prior to the start of
every lesson

[] Meet and greet daytime participants inside Champions Circle

[ Maintain equipment including organization and security of equipment storage areas

[ Encourage and assist qualified youth to participate in golf tournaments, TFT home office opportunities
and local chapter events

[0 Conduct“On-Cour seo0 orientations for participants, p a
[J Participate in regular parent meetings and clinics

[J Involve volunteers and golf professionals in The First Tee Coach Program

Continued on next page



[] Be available for travel to attend academies, regional and annual meetings and training sessions

(] Regularly schedule school visits to meet with principals, teachers and staff and participants

[J Schedule and attend participant reward and celebration events

[] Convey the Chapter’s brand image to the public

[J Perform duties out of class, as assigned

Other Responsibilities:

[ Assist Program Coordinator in representing the Chapter to the community and aid in fundraising,
marketing, public relations and communication efforts

[J Assist Program Coordinator in adhering to the operating budget

[] Assist Program Coordinator with the development of new procedures, schedules and programs

[] Assist as a chapter contact for applicants, volunteers, teachers, principals, students and parents
[] Create flyers and notices to participants and parents regarding schedule changes, special events and
related routine communication

[J Network with TFT chapter colleagues and exchange best practice ideas

[J Assist Program Coordinator and Executive Director/Deputy Executive Director with public education
and outreach activities (School, Kiwanis, Rotary Chambers of Commrencluding public
presentations, adeacy, training and testimony

[] Assist with Parent Orientations and maintain communication with parents

Knowledge of:

[J The game of golf, rules and etiquette,

[] The First Tee Life Skills Coach Philosophy,

[J The First Tee Nine Core Values,

[J The First Tee Nine Healthy Habits

[J The First Tee Mission and Education Objectives.

[J The use of personal computers and various Windows-based applications programs. Basic office
equipment knowledge.

Ability to:

[J Provide excellent customer service,

[1 Communicate clearly and concisely in oral and written English.

[] Read, understand, and apply established policies, procedures, practices, and regulations of The First Tee

of Monterey County.

[ Follow oral and written instructions. Work under the pressure of time deadlines and perform multiple

tasks concurrently.

[] Deal effectively and compassionately with the public under normal and confrontational circumstances.

[] Establish and maintain effective working relationships with those contacted in the course of work.

[J Maintain consistent and regular attendance

[1 Oversee and check for accuracy student and volunteer attendance records

[] Provide student specialist data coordinator with participants’ information and progress through the

skills review process

[J Providing volunteerspeci al i st data coordinator with volunte:t
[J Relay students’ certification information to parents and participants

[] Receive and screen The First Tee of Monterey County visitors and telephone calls and take messages

and reprts. Make judgments on call priorities

[] Provide factual information regarding inquiries about The First Tee of Monterey County programs and

activities, The Monterey Peninsula Foundation and The First Tee Open, the AT&T Pebble Beach National
Pro-Am, as wdl as The First Tee Home Office programs and opportunities

Preferred Qualifications:

Preferred Experience

[] At least two years experience in youth development
Continued on next page



[1 Completed phase I or higher in The First Tee Coach Program
[] At least two years experience as a credentialed school educator
[] At least two years experience as a PGA or LPGA golf professional or apprentice Education
e
State of California.
-level courses generally related to the activities.

Other Quialifications
sfully pass criminal background checks through the California Department of Justice and FBI

Foundation.
ounty

authorization for appropriate work from the Immigration and Naturalization Service

PhysicalRequirements:

Position requires standing, walking, crawling, and sitting. Position involves use of a keyboard involving
repetitive motions with fingers, and the use of a telephone andddaee communications that require
accurate perception of speaxhwell as talking and hearing. Position requires the use of tools or controls.
The employee is occasionally required to sit for prolonged periods. Reasonable accommodations may be
made to enable individuals with disabilities to perform the essentialdusct

The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or move up to 75
pounds. The noise level in the work environment is usually moderate.

The above statements are intended to describe the general nature and vewdd being performed. They

are not intended to be construed, as an exhaustive list of all responsibilities, duties, and skills required of
personnel so classified. The incumbent must have the abilities or aptitudes to perform each essential
function proiciently with or without reasonable accommodation. TFTMC is a dynamic work environment
where positions evolve and change. Therefore, TFTMC reserves the rights to modify, delete, or add job
duties, responsibilities, and skills that are stated in this jazdgtion at any time.



