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      FOR STUDENTS WITH DISABILITIES


2015 ON-SITE VOLUNTEER AND PAID STAFF POSITIONS 
(Overview of Minimum Qualifications)

VOLUNTEER STAFF POSITIONS

The on-site volunteer staff are in many ways the heart of the YLF, by serving as role models for the delegates and by understanding and promoting the disability rights and independent living movements. The volunteer staff are required to follow the YLF Ground Rules and Guidelines and the YLF Confidentiality Agreement and must sign these documents agreeing to their requirements. All volunteer staff are expected to:
· maintain and uphold all policies and procedures 
· have the ability to work with people with all types of disabilities
· demonstrate flexibility and the ability to multi-task
· be supportive of delegates and other staff
· be aware of the possibility of bullying and potential interventions
· be mindful of and take responsibility to ensure the safety and security of delegates and other staff members

Volunteer staff serve without monetary compensation but are reimbursed for pre-approved travel expenses by Friends of Californians with Disabilities, Inc., the fiduciary agent for the YLF. (Specific requirements for reimbursement will be provided to selected staff.)

VOLUNTEER STAFF DUTY STATEMENTS

Dorm Leader (2 Positions):
Dorm Leaders are responsible for oversight of various on-site YLF logistics. Specific duties include:
· Staff the front desk/dorm office, which serves as the YLF command center, from 7:00 a.m. – 11:00 p.m.
· Handle check-in and check-out for all dormitory rooms (including issuing room keys)
· Answer office telephone
· Provide guidance and support to delegates and staff
· Secure assistive and medical support for students as needed 
· Identify situations that need resolution and refer to appropriate staff
· Greet delegates, staff members, and visitors, and ensure everyone on-site has a YLF badge or is on the 2015 YLF attendance roster. (YLF has a strict on-site policy for the safety of all delegates.)	

Requirements: The applicant must be over the age of 21.

Desired Qualifications:  
· Possesses previous YLF experience
· Demonstrates maturity and professionalism, including the ability to stay positive and be respectful to all
· Possesses excellent organizational skills
· Possesses excellent leadership skills
· Possesses excellent communication skills
· Ability to multi-task
· Ability to be solution oriented
· Ability to handle multiple, competing requests and prioritize issues
· Ability to act independently with minimal supervision

Co-Counselor (10 Positions):
Two Co-Counselors are assigned to and lead each Small Group of delegates. Co-Counselors are responsible for their Small Group’s overall supervision and facilitation. The Co-Counselors oversee their Small Group’s additional staff – one Peer Counselor and one Group Assistant. Specific duties include:
· Welcome arriving delegates and help them feel comfortable and supported at the YLF
· Create and maintain an open, friendly, safe, confidential environment for delegates
· Assure implementation of the YLF Ground Rules and Guidelines
· Facilitate Small Group discussions and assist delegates in completing their workbook assignments and Personal Leadership and Advocacy Plans
· At all times, be responsible for knowing the location of each delegate assigned  to your Small Group
· Check in and follow up with the delegates in their Small Group at least three times within the 6 months following YLF (can include email, phone, video chat, or Facebook) to assist recent alumni in continuing to achieve their leadership and personal advocacy goals. (Further details and information will be provided to selected applicants.)  

Requirements: Personal experience in successfully transitioning to college, independent living, and/or employment.

Desired Qualifications: 
· Demonstrates a mature, outgoing, energetic and dynamic personality
· Demonstrates excellent leadership, interpersonal and problem-solving abilities
· Possesses previous experience in facilitating discussions or small groups and comfortable with public speaking
· Ability and experience handling difficult or sensitive interpersonal issues
· Demonstrates sensitivity to, and understanding of, individuals from diverse disability, socioeconomic, cultural, and ethnic backgrounds

Peer Counselor (5 positions):
One Peer Counselor is assigned to each Small Group of delegates to serve as a peer mentor to the delegates. The Peer Counselor provides guidance and support to delegates and staff. The Peer Counselor will take direction from the Co-Counselors and is responsible for assisting Co-Counselors with the various YLF program objectives. Specific duties include:
· Assist with initial YLF delegate orientation
· Provide one-on-one assistance to delegates with completing working assignments and individual tasks (including assistance with reading and/or writing)
· Assist in facilitating Small Group discussions
· Promote opportunities for open discussions during group activities
· Oversee delegates by conducting evening room checks, and generally serving as role models for the student delegates
· Check in and following up with the delegates in their Small Group at least three times within the 6 months following YLF (can include email, phone, video chat or Facebook) to assist recent alumni in continuing to achieve their leadership and personal advocacy goals. (Further details and information will be provided to selected applicants.)

Desired Qualifications: 
· Demonstrates maturity and responsibility
· Ability to be outgoing and use good interpersonal skills, demonstrate energy, leadership, and motivation
· Ability to help individuals feel more comfortable and assist in engaging shy, quiet individuals
· Possesses personal experience with successful transition to college, independent living, and/or employment, and willingness to share personal experiences
· Possesses previous experience with mentoring (either as a mentor or mentee)
· Demonstrates sensitivity to, and understanding of, individuals from diverse disability, socioeconomic, cultural, and ethnic backgrounds

Group Assistant (5 Positions):
The Group Assistant is one of the most active positions at YLF. They must have the ability to keep the various activities organized, including helping set up rooms and motivating the delegates during the Large Group sessions. Each Small Group of delegates has one Group Assistant. Group Assistants are responsible for providing general assistance to their assigned Small Groups. They are supervised by the Co-Counselors and the on-site YLF Personnel Chair. Specific duties include:
· Help delegates with various accommodations related to Small Group activities, such as writing and/or reading
· Assist setting up Small Group rooms and the Large Group meeting areas, including arranging tables, chairs and other equipment
· Serve as the “spirit squad” to motivate student delegates, including leading cheer sessions 
· Play pre-recorded music at the beginning of each Large Group session
· Coordinate the morning wake up calls
· Assist delegates and staff with meal trays in the cafeteria and other duties needed to accommodate delegates

Desired Qualifications: 
· Demonstrates energy and enthusiasm
· Ability to act as a self-starter and be self-motivated – able to quickly assess where assistance is needed
· Ability to follow direction and be helpful
· Ability to build strong rapport with delegates      

Logistics Assistant (3-5 positions):
The Logistics Assistants support the YLF program activities but are not assigned to one Small Group. Specific tasks include:
· Oversee audio/visual equipment set-up and serve as a microphone runner during large group sessions
· Set up site for various program experiences
· Assist setting up Small Group rooms and the Large Group meeting areas, including arranging tables, chairs and other equipment
· Assist as part of the “spirit squad” to motivate student delegates, including leading cheer sessions
· Display time cards to keep speakers and schedule on time
· Provide general program assistance to the Co-Facilitators, Logistics Coordinator, and other lead staff as requested

Desired Qualifications: 
· Ability to move furniture and set-up equipment
· Ability to be energetic, easy-going, self-motivated, mature, and willing to help out wherever needed
· Possesses previous experience with audio/visual equipment, computers, projectors, etc. 

Co-Facilitator (2 Positions):
The Co-Facilitators are the "masters of ceremonies" (MCs) and responsible for general facilitation of the Large Group sessions. Their primary role is to set the tone for the beginning and ending of all Large Group sessions, including the YLF Luncheon. Specific duties include:
· Lead large group sessions
· Follow a script with detailed information on timing and what needs to be addressed during each session
· Work with group assistants to lead cheers during appropriate times
· Work with appropriate planning staff on a daily basis to review each day’s facilitation plan

Desired Qualifications: 
· Possesses a dynamic and outgoing personality 
· Possesses a good sense of humor
· Ability to speak comfortably in front of a large group
· Possesses previous public speaking experience  
· Demonstrates flexibility and the ability to adapt to last minute changes

Audio Describer (1-2 positions):
The Audio Describer is responsible for describing in words what is happening visually for delegates and staff who are visually impaired, and that ensuring everyone is able to fully participate in all parts of the YLF program. Description typically includes films, videos, or dance/performance productions. 

Desired Qualifications: 
· Possesses good communication skills, and ability to think quickly 
· Ability to see and describe activities as they are happening
· Possesses previous experience with audio describing is strongly preferred, although training will also be provided



PAID STAFF POSITIONS

In addition to non-paid volunteer staff, the YLF has a limited amount of paid staff positions. These positions are: Photographer, Summary Report Writer, and Night Security. These positions will be given monetary compensation upon the successful completion of duties. Paid staff are also required to follow and sign the YLF Ground Rules and Guidelines and the YLF Confidentiality Agreement. All paid staff will be provided with meals on-site and may be provided with on-site lodging at the CSU, Sacramento dormitories with other YLF volunteer staff, if requested. As with volunteer staff, paid staff are expected to maintain and uphold all policies and procedures; have the ability to work with all types of disabilities; demonstrate flexibility and ability to multi-task; be supportive to delegates and other staff; and be mindful of and take responsibility to ensure the safety and security of delegates and other staff members.   

Photographer (1 Position):
The primary responsibility of the YLF Photographer is to prepare a database of photographs of delegates and staff from the 2015 YLF.  Specific duties include:
· Take high quality photographs to be used for the YLF luncheon slideshow, the YLF summary report, the YLF website and other future YLF materials
· Coordinate with the YLF Summary Report Writer to take pictures of specific activities or delegates to pair with quotes included in the report
· Develop the YLF Luncheon slide show of YLF pictures and sponsors names with their logos
· The slide show must be completed to be shown at the YLF Luncheon, Thursday, July 30
· Specific information on the content and information to be included in the slide show will be given to the selected candidate prior to the YLF
· Edit and crop the photographs and provide touch-ups as necessary
· Present a final database of all photographs to the YLF Project Manager by August 30, 2015 (for use in the summary report)
· Final product must separate the YLF activities into specific days 

Requirements: The selected candidate must provide his/her own equipment and be present during all program activities and free time to capture candid photographs. Applicants for the Photographer position should submit a sample of their photography (3-5 pictures) along with their staff application. If hard copies are provided, samples will not be returned.


Desired Qualifications: 
· Possesses previous experience taking professional, high quality photographs
· Demonstrated ability to complete projects as specified and on time 
· Priority consideration will be given to applicants who are alumni of the YLF project and who meet all qualifications for this position.  

Payment: This position will receive a stipend within 30 days after the final database of pictures is submitted.

Summary Report Writer (1 Position):
The primary responsibility of the Summary Report Writer is to prepare a written summary report of the 2015 YLF program. Specific format requirements will be discussed with the selected candidate prior to YLF.
Specific duties include:
· Attend all YLF program activities to observe and prepare event notes
· Interact with the delegates during the YLF program and during free time to objectively record and observe the Forum
· Coordinate coverage and activities with the YLF Photographer
· Obtain and record quotes and comments made by students and alumni staff throughout the week to use in final report 
· Create a final report, approximately 10 pages in length, not including appendices (e.g., list of student delegates, list of staff, list of partners/donors, and photos), to be presented as a final document by August 30, 2015, to the YLF Governance Committee

Requirements: The selected candidate must provide his/her own writing/recording materials or equipment and must comply with all YLF confidentiality policies. The individual should be present during all program activities, be familiar with the YLF curriculum, and support the YLF program objectives. During parts of the program, including Small Group sessions or free time, there will be opportunities to work on the report. Applicants for the Summary Report Writer position must submit two sample documents showcasing their writing skills with their staff application. If hard copies are provided, writing samples will not be returned.

Desired Qualifications: 
· Possesses excellent writing skills
· Possesses academic or professional writing experience 
· Demonstrated ability to work under pressure and complete assignments as specified and on time.
· Priority consideration will be given to applicants who are alumni of the YLF program and who meet all qualifications for this position.  

This position will receive a stipend within 30 days after the final report is submitted.

NOTE: The selected Summary Report Writer will also be provided with YLF summary reports from previous years and oversight by the YLF Project Manager to help guide the creation of the final report. 

Night Security (1 Position):
This position is to assure the safety of all YLF on-site participants and adherence to rules by the delegates and staff during the night. The person responsible will maintain hallway security.  

Requirements: The night security must stay awake during the night to monitor  the dorm hallways from 8:00 p.m. – 6:00 a.m.

Desired Qualifications:  
· Ability to comfortably work alone
· Possesses previous professional experience providing security
· Possesses knowledge of CPR and basic first aid 

A stipend will be provided for this position.




How to Apply

[bookmark: _GoBack]Please complete a staff application and follow the instructions found on the last page of the application.  APPLICATIONS MUST BE RECEIVED BY May 28, 2015.  Please send application packet to:

Nicholas Moore
CCEPD/YLF
721 Capitol Mall, Sixth Floor
Sacramento, CA 95814

For the paid positions, in addition to completing a staff application, please also include a cover letter stating your qualifications for the paid position desired, and any additional documents requested in the above descriptions (e.g. photographs or writing samples).  

Applications for both volunteer and paid staff positions will be reviewed.  Only the most qualified applicants will be scheduled for an interview.  Applicants selected for interviews will be contacted by email and/or by phone in late May or early June. Panel interviews will be held by phone or by video conference from June 1-12.  

If you have any questions, please email Nicholas Moore at Nicholas.Moore@dor.ca.gov 

Note: The YLF staffing goal is to have more than 75 percent of all on-site staff be individuals with a disability. As a result, staff will serve as role models for the YLF student delegates. Priority selection will be given to YLF alumni.

Mandatory Dates to Remember for All Staff

Required staff orientation meeting: Sunday, July 26, 2015

Youth Leadership Forum:	YLF dates: Monday, July 27, 2015 through Friday, July 31, 2015
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