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Public Allies Arizona 
2010-2011 POSITION DESCRIPTION INSTRUCTIONS
The following pages contain the format for an Ally position description.  Please complete and submit a separate description for each Ally you would like placed at your organization (maximum of three Allies).  
A portion of each of these descriptions will be shared with Ally Applicant finalists during our matching process, and will serve several important functions throughout the term of service:

· Communication Tool - that creates clear expectations between the Partner Organization Supervisor, the Ally and the Public Allies Arizona staff
· Planning/Management Tool - that provides a roadmap for action for the Ally and the basis for your supervision of their work

· Evaluation Tool - that provides a concise method to measure the impact of the Ally’s service in your organization and to the population you serve

· Monitoring Tool - that provides a clear way to monitor the Ally’s progress in the program and your role a the Partner Organization Supervisor

 

Please note that it is likely that Position Descriptions will undergo several revisions as you progress through the Matching Process.  Your final position description will be entered into the Public Allies online reporting system (PISD).  Allies report on their progress twice a month and their supervisor approves the report.  This is the only responsibilities you will have for ongoing progress reporting and it will provide you with valuable evaluation information.  Because the Ally Position Description serves so many purposes – it is a bit more complex than your typical Position Description.

Position Title: 
The title should be brief and should readily convey the scope of work that the Ally is responsible for.  We highly encourage you to avoid using language such as “intern”, “assistant” or “Ally” in their title in favor of language that conveys the level of responsibility the Ally has in keeping with other organizational practices and as a member of your staff team. It is what we would expect to see on their business card.

Position Summary: 
This should be a one paragraph summary of the core responsibilities associated with the position.  We will utilize this information when distributing position summaries to Ally candidates in preparation for the Matching Fair.  In that respect, it is you primary “position posting” that should clearly communicate your expectations to potential candidates.

Working Conditions and Physical Effort: 
Please tell us the typical place of work and types of activities the Ally will be expected to perform.  For example:  “Work is normally performed in a typical interior/office work environment. Moderate physical activity. Requires handling of average-weight objects up to 25 pounds or standing and/or walking for more than four (4) hours per day.”

Required/Desired Skills: 
Please describe the type of individual that would work most effectively within your organization and would be most successful at accomplishing the objectives outlined in the service description:

· Skills/Qualifications (including educational level/degrees, language proficiencies, technical skills)

· Personality/Work Style (e.g. outgoing, analytical, patient, good with kids, etc.)

· Life Experiences, Demographic Considerations

· Other (Do they need a car and/clean driving record?  Will they need to have flexible schedule for weekend or evening work? Will they need to pass a background check? Are they subject to drug testing?)
PLEASE NOTE: This section must include any pre-qualifying conditions or assessments that a Candidate must satisfy in order to be eligible for placement in this position.
Acquirable Skills:
This section should describe knowledge or skills that the Ally can expect to learn or gain within the position. This is helpful as a way to market your particular position to potential candidates.
Objectives
In order to determine community impact and understand Ally service activities, Public Allies requires that Allies regularly report on activity areas at their placements, and that they have at least one direct service or capacity building outcome that is measured.  It is also important that Allies have a specified project that they can take ownership in and have a sense of responsibility for completing during their service term.  The position description reflects this requirement in its format.
Each Position Description may have up to three objectives.  They may all be associated with Direct Service Activities or Capacity Building Activities, or some combination of both.  Every position must have at least one Objective that includes a Measurable Outcome. 

Activities:

This section should include a general description of the overall activities to be conducted by the Ally in service to this objective.  There should be sufficient detail to provide a clear picture of the Ally’s day-to-day responsibilities and expected tasks.   If there are outputs associated with the objective, they should be included here (i.e. Ally will deliver 20 training session, etc). An estimation of the time expected to be spent on the objective should also be included (the cumulative time spent on all Objectives should be close to 100%).
Measuring Outcomes?

Each Position Description must include at least one Objective that includes a Measurable Outcome. Measuring outcomes for other objectives is optional.

Target Group:

For Direct Service Objectives, this will reflect the primary population to be served by the objective.  For Capacity Building Objectives, the target group is the Partner Organization.
Placement Outcomes, Performance Standard, Measures and Timeframe: 

A Placement Outcome is defined as a significant, qualitative, measurable change directly resulting from the Placement Objective activities carried out by the Ally/Fellow.  Placement Outcomes can be associated with either Direct Service or Capacity Building Objectives. 
Direct Service Objectives:

Outcome – A significant, qualitative, measureable change in some specified percentage of those community members directly served by the Ally/Fellow as a result of the Direct Service Objective activities carried out by the Ally/Fellow.  For example, a Direct Service Outcome may be that the community members served will experience an increase in knowledge related to a certain subject area (nutrition, resume writing, parenting), or will have gained a particular skill, or will have completed a significant accomplishment (anger management skills, ability to quit smoking, gained employment).  It is essential to specify the percentage of people served that are expected to achieve the result in order for this particular Direct Service Outcome to be met.
Performance Standard, Measures and Timeframe - A description of the specific tool that the Ally/Fellow will administer to an individual Person Served in order to determine whether or not the desired outcome has occurred in that particular individual, what level of assessment results would indicate that the Outcome was achieved in that individual, and when the assessment would be administered in relation to the delivery of the objective activities.  Examples of commonly used Measures are the pre/post test combination, self-reported gains (post-test only), or grade improvements (many others exist).
Capacity Building Objectives:

Outcome - A significant, measureable increase in the capacity of the Partner Organization to serve more community members, serve community members more effectively or otherwise meet their organizational mission as a direct result of the Capacity Building Objective activities carried out by the Ally/Fellow.   For example, a Capacity Building Outcome may be that the Partner Organization will experience an increase in their ability to serve community members as a result of increased volunteer engagement, or as a result of new programs developed by the Ally/Fellow.  It is essential to specify the threshold that must be surpassed in order for this particular Direct Service Outcome to be considered met.
Performance Standard, Measures and Timeframe - A description of the specific tool that the Ally/Fellow will use, or indicator observed in order to determine whether or not the desired outcome has occurred for the Partner Organization, what level of assessment results would indicate that the Outcome was achieved for the organization, and when the assessment would be administered in relation to the delivery of the objective activities.  Examples of tools or measures used to determine if a Capacity Building Outcome has been achieved: management surveys or personal interviews, observation of a change in internally collected data used to measure pre-existing organizational goals (development of the data gathering tool may be necessary if none exist).

Start & End Date:

Most Objectives begin at the start of the program year (September 8, 2010) and end at Graduation (June 30, 2011).  However, there may be some instances where an objective is “seasonal” or will only be relevant for a specified period of time.  Those differences may be noted here.
NOTE: duplicate each of the Objective forms as needed for multiple Direct Service or Capacity Building Objectives.
Ally Position Description – General Information
	Name of Partner Organization:
	Website Address:



	Mission Statement:



	Position Title:



	Supervisor:                                                          Title:



	Phone:                                                                  E-mail:



	Summary of Responsibilities:



	Primary Issue Area (select one): 

· Youth Development
· Community/Economic Development
· Environment/Conservation
· Arts/Culture
· Health/Nutrition
· Public Safety

· Emergency Services/Disaster Relief
· Housing
· Other Human Needs
	Secondary Issue Area (select one):
· Youth Development

· Community/Economic Development

· Environment/Conservation

· Arts/Culture

· Health/Nutrition

· Public Safety

· Emergency Services/Disaster Relief

· Housing

· Other Human Needs

	Populations Served (check all that apply):

· Infants 0-3

· Children 4-12

· Youth 13-18

· Adults 19-55

· Older Adults 56+

· Families

· Volunteers

· Other

	Working Conditions and Physical Effort:



	Required Skills: 


	Desired Skills:


	Acquirable Skills: 




Ally Position Description – Direct Service Objective
	Objective Title


	

	Activities 

· What will the Ally be doing at their placement?
· Who will the Ally be working with? (specific target group)

· How often or what proportion of their working time will they be doing the proposed activities? (i.e. 25% of their time).

· Be specific about other expectations or responsibilities of the Ally with regard to this objective.
	

	Will Outcomes Be Measured for this Objective?
	(    Yes (Continue below)
(    No (Go on to next objective)     

	Target Group (Select One)
	(    Infants 0-3

(    Children 4-12

(    Youth 13-18

(    Adults 19-55
	(    Older Adults 56+

(    Families

(    Volunteers

(    Other

	Outcome Results 

· What will be the outcome of the Ally's activities?

· What will have changed as a result of the above activities?
	

	Performance Standard, Measures and Timeframe 

· What specifically will be measured to indicate that the above result was accomplished? 

· What tool will be used to determine if the result was achieved? 

· What specific level of assessment results would indicate that the outcome has been achieved?

· In what percentage of people assessed must the result be observed in order for the overall Placement Objective to be achieved?
· When will the results be reported in PISD?
	

	Date that Ally will begin work on this objective?
	

	Date that Ally will stop work on this objective?
	


Ally Position Description – Capacity Building Objective
	Objective Title


	

	Activities 

· What will the Ally be doing at their placement?

· Who will the Ally be working with? (other staff, volunteers, stakeholders?)

· How often or what proportion of their working time will they be doing the proposed activities? (i.e. 25% of their time).

· If there are outputs associated with the objective, they should be included here (i.e. Ally will develop and distribute 200 flyers, etc).
· Be specific about other expectations or responsibilities of the Ally with regard to this objective.


	

	Will Outcomes Be Measured for this Objective?
	(    Yes (Continue below)
(    No (Go on to next objective)     

	Target Group 
	Partner Organization
 

	Outcome Results 

· What will be the outcome of the Ally's activities?

· What will have changed as a result of the above activities?


	

	Performance Standard, Measures and Timeframe 

· What specifically will be measured to indicate that the above result was accomplished? 

· What tool will be used to measure the result? 

· When will the results be reported in PISD?


	

	Date that Ally will begin work on this objective?
	

	Date that Ally will stop work on this objective?
	


