[image: image1.jpg]ﬁg wvsu Research &
DevelopmentCorporation




Job Description

Job Title: 
Extension Associate, YOUTH Expanded Food and Nutrition Education Program (EFNEP)
Department: Extension

Reports To: Assistant Program Director, FCS
FLSA Status: Non-Exempt

Job Summary

The Youth EFNEP Extension Associate is a full-time position headquartered in Kanawha County, West Virginia and provides basic nutrition, food safety, and physical activity lessons, guidance, and training to limited-resource, low-income children, families, and individuals as part of the federally grant funded Expanded Food and Nutrition Education Program (EFNEP) within the West Virginia State University Extension Service (WVSUES).  The primary responsibilities of this position are to teach nutrition lessons using an assigned curriculum; to recruit low-income youth within the school system; to collect and report data using a statewide evaluation and reporting system; to build local partnerships and collaborative relationships focusing on improving the nutrition and physical activity status of their communities; and to follow state accepted procedures related to budgeting, traveling, and any other activity required by WVSUES or funding stakeholders.  (There may be some programming conducted in conjunction with the adult EFNEP program.)
Duties and Responsibilities include the following.  Other duties may be assigned:

Program Delivery (60%)

· Identify, recruit, enroll and graduate participants for the Expanded Food and Nutrition Education Program (EFNEP) – a series of nutrition and physical activity lessons designed to increase the knowledge and improve the behaviors of low-income youth.  
· Plan effective teaching strategies according to the participant’s needs that are identified through assessment tools (food recalls and behavior checklists), discussion, supervisor input, and WVSUES/USDA diversity policies.

· Teach subject matter using approved resources, materials and evidenced based curriculum to groups and/or individuals through a variety of settings (i.e. schools, community centers, Head Start, faith-based organizations, after-school programs, and summer camps).
· Conduct pre and post evaluations to show changes in knowledge, behavior, and skill.

· Acquire needed donations and facilities for special programs within the county.  Solicit resources such as food items, non-food supplies, funds and in-kind services to complement or support ongoing program efforts.

· Maintain personal accountability by modeling healthy behaviors.

· Communicate effectively with EFNEP staff and administrators by reading and responding to E-mail daily.

· Travel independently in state-owned vehicle to both rural and urban settings as required.

Records and Reporting (20%)
· Prepare and submit records, reports, pre/post tests, forms, surveys, and other methods of collecting information as required by USDA NIFA through the national reporting WebNEERS system, supervising staff, EFNEP administrative team, WVSUES and other stakeholders.

· Maintain an organized and up-to-date file of enrollment information and other data collected.

· Prepare and submit timely records, expense reports, timesheets and credit card receipts as required by the EFNEP administrative team and WVSUES.

Program Planning and Development (15%)

· Submit program goals to be included in the annual update of the EFNEP 5 Year Plan.

· Purchase educational materials and food/non-food items utilizing university approved mechanisms for invoicing, requisitions, and credit card purchasing. Submit purchase receipts in a timely manner in accordance with the policies.

· Develop and maintain positive relationships with a variety of community and state organizations/agencies (i.e. Board of Education, DHHR, WIC, etc.).  These organizations/agencies will be in position to contract participants in greatest need of nutrition and food resource management skills and refer these participants to Extension programs (External).

· Work collaboratively with a variety of WVSUES program areas such as 4-H, Community and Agricultural Resource Development, and others to provide nutrition education-related services.

· Support other Extension programs, when appropriate and within the scope of the Expanded Food and Nutrition Education Program.

Professional Development and Other Duties as Assigned (5%)

· Attend and participate in statewide, regional, and local meetings and trainings as required.
· Participate in professional development opportunities as determined appropriate by the EFNEP administrative team and supervising staff.
· Conduct activities to foster a positive public image of West Virginia State University Extension Service, The WVSU Research and Development Corporation and West Virginia State University, an 1890 Land-Grant Institution. 

· Share leadership in Extension's commitment to employ from, and program for, the diversity represented in West Virginia's population. 

· Other duties as assigned.

Supervisory Responsibilities

This job has no supervisory responsibilities.
Qualifications 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.  You must have basic computer skills using Microsoft office with emphasis on word processing and email functions. The requirements listed below are representative of the knowledge, skill, and/or ability required.  
Education and/or Experience

A high school degree or GED, experience, or education in a related field; Successful candidate may also possess an equivalent combination of education and experience.

Licenses or Certifications
Staff member must have a valid driver’s license (must be able to travel independently on a daily basis throughout county of assignment and statewide). Selected candidate will be expected to obtain certification in ServSafe (food safety), adult and youth CPR and basic first aid within the first year of employment pending availability of classes. 

Physical Demands

Must have a high level of manual dexterity and good eye-hand coordination to operate automobile, complete reports, physical play with children, occasional lifting of objects up to 50 lbs., and visual demonstrations.  These demonstrations include operation of large and small food and cooking appliances.

Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The noise level in the work environment is usually moderate. The individual will spend much of his/her time using a computer in order to enter data, complete reports, communicate via e-mail, etc.

This is a security-sensitive position. Successful candidate must pass a criminal, educational, DMV, and prior employment background check.
Please send cover letter, resume, unofficial transcript and recent letters of recommendation from three professional references with contact information to: 
Search Committee, EFNEP, YOUTH Extension Associate
West Virginia State University Research and Development Corporation

 PO Box 1000, 204 ACEOP Administration Building

 Institute, WV 25112
PREFERRED: Information accepted as e-mailed in Word or PDF format to rdemployment@wvstateu.edu. Review of applications will begin immediately and continue until position is filled.

WV State University Research and Development Corporation is an Equal Opportunity/Affirmative Action Employer complies with Federal and State laws and does not discriminate against any person because of race, color, age, sex, sexual orientation, gender, gender identity or expression, national origin, religion, creed, genetic information & testing, family & medical leave, pregnancy, and Veterans and individuals with disabilities. We encourage all qualified women, minorities, protected Veterans and individuals with disabilities to apply.
