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About the Bilingual Match Coordinator Position 
The Bilingual Match Coordinator is one of three total staff at Family if Friends, and will take 
an active role in training, screening and matching volunteers and youth/families.  They will 
spend significant time supporting a caseload of 20-30 matches (40-60 participants) over the 
phone and in person and will assist the Program Manager in planning and facilitating match 
activities and events.  
 
This position will be based in the Rockwood/Gresham area.  Our ideal candidate not only 
values diversity, but sees it as a community asset, and is excited to listen, learn and adapt to 
the needs of our participants and the program. An honest commitment to customer service, 
strong organizational skills, flexibility in schedule and mindset, and a good sense of humor 
are key for this position.   
 
Status: Hourly – 20 hrs/wk  
Pay Range: $14-$16, based on experience 
Benefits:  Paid time off, sick leave, pro-rated holidays and health care stipend 
Schedule: Flexible. Must be available until 8pm, on 2-3 weekday evenings per week and 
occasional weekends.  
Education: Bachelor's degree or related work/volunteer experience.  Volunteer 
management and/or experience working with youth and families preferred. 
Requirements: Bilingual in English/Spanish required. Bicultural preferred.  
Access to reliable vehicle and local travel required. Current driver’s license and clean driving 
record required.  
 

 
DUTIES 
1. Inform and promote community knowledge about Family of Friends Mentoring. 
2. Assist Program Manager to train, screen and match volunteer mentors and children. 
3. Conduct in-home interviews with mentors and families. 
4. Provide regular telephone and in-person support and risk management to a case load of 

20- 30 matches.  
5. Collect, monitor and track check-ins, logs and evaluation surveys through use of excel 

spreadsheets and hard-copy files.   
6. Review/update annual match agreements and program documents.  
7. Assist in event planning and coordination including match activities, annual picnic, and 

mentor appreciation luncheon. 
8. Assist Program Manager in building relationships with school and community partners 

for child and volunteer referrals. 
9. Complete all training required for the position. 
 
SKILLS 
1. Acceptance of a variety of lifestyles, behaviors and cultures. 
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2. Ability to set clear and appropriate boundaries with staff and program participants and 
with handling confidential and sensitive information. 

3. Highly self-motivated with the ability to work independently as well as on a team.  
4. Ability to make progress on several different tasks at once over a given period of time. 
5. Excellent organizational skills and detail oriented.  
6. Knowledge of child development, family dynamics and understand youth as leaders.  
7. Strong communication and interpersonal skills, including: 

-Persuasive and engaging presentations to groups or individuals 
-Active listening and empathetic expression 
-Assessing family/interpersonal dynamics 
-Assessing strengths, weaknesses and needs of families and volunteers 

8. Ability to assess and adjust to shifting priorities of the job. 
9. Strong time management skills. 
10. Experience with Microsoft Word and Excel required. General knowledge or interest in 

managing social media and website platforms a plus.  
 
SUPERVISORY RESPONSIBILITIES: None 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 
Please submit resume and cover letter to Michelle Kosta at 
familyoffriendsmentoring@gmail.com  
 
 
EMPLOYEE ACKONWLEDGMENT OF POSITION DESCRIPTION 
I certify that I have received, reviewed and understand the duties described in this position 
description.  I understand that because jobs change, management reserves the right to add to 
or change the duties of the position at any time. 
 
 
 
________________________________________  ________________________ 
Employee Signature       Date 
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