
 

 
Outreach Coordinator - 2021 Job Description 
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Overview 
When we scan the landscape of our region, there are limitless opportunities to do outreach work with 

professionals who interact with and/or support children and adults with Down syndrome and their 

families.  Our Outreach Coordinator will be the staff person on our team who will take the point for a 

variety of outreach initiatives.  This person will help better educate and empower these professionals to 

be collaborative partners with us as we strive to fulfill our mission and vision.   

 

Another aspect of this role will be to do some outreach work with underserved communities (people of 

color, low income, rural) in order to identify individuals with Down syndrome and families who aren’t 

currently connected to the DSAGC and all of the various support opportunities we provide.   

 

The ideal person for this role needs to be at ease with public speaking, networking, recruiting, and 

motivating a wide array of community members, leaders and volunteers.  This person must also be 

comfortable wearing a few different hats within the DSAGC in terms of their outreach responsibilities.  

We envision this position averaging 30 – 35 hours/week.  This role could morph into an exempt full-time 

position at some point. 

 

1. Character and Personal Growth Attributes  

 

• Show a respect for others, commitment to quality, integrity, and self-motivation as well as have a 

positive attitude. 

• Relationally, must show an ability to work well with others, resolve conflicts and be trustworthy. 

• Value and have a passion for inclusion, diversity, equity and access, and integrate those values 

and passion into their work and outreach style. 

• Be an aggressive learner who is consistently trying to grow both in their knowledge and in their 

competencies. 

• Contribute to and model the values, mission and vision of the DSAGC. 

 

2. DSAGC Staff Responsibilities  

 

• Report directly to the Executive Director and collaborate with other members of the 

Programming Team. 

• Attend all regularly scheduled Full Staff and Programming Team meetings. 

• Submit a bi-weekly online time sheet, monthly staff traction report and expense summary.  

• On occasion, serve as a “Program Host” and provide direct support to evening and weekend 

events and activities held at the DSAGC. 

• Work major DSAGC events including the Winter Dance, Golf Tournament and Buddy Walk. 



 

 

• Perform other responsibilities as assigned by the Executive Director. 

 

3. Community Professionals Outreach  

 

Health Outreach 

 

• Visit area hospitals and medical centers/offices and give presentations (15 – 60 minutes) 

regarding Down syndrome, ways to give a sensitive diagnosis, and how to support individuals, 

families and parents.  In addition, review medical guidelines and community inclusion as a 

whole.  Prioritize locations that deliver diagnoses, pediatricians, family primary care offices, and 

senior/assisted living facilities.  

• Manage the list of hospitals, medical offices and key medical professionals’ data to ensure 

accurate outreach records, lists and regular rhythm of visits.  We need to be cognizant that some 

of these contacts are at places that give medical care to those who are generally considered 

underserved by the DSAGC.  

• Create and update presentation and educational materials. 

• Develop and manage the strategy related to health and disability outreach fairs/expos.  

Coordinate the staffing of these events by covering yourself and/or lining up other DSAGC staff 

and volunteers to be present at the exhibit tables. 

• Oversee and collaborate with the Health Advisory Board.  This team is made up of medical 

professionals who care about the DSAGC and lend their counsel and connections on health-

related topics impacting the DSAGC and those we serve.  This team usually meets once a quarter 

either on Zoom or in person. 

 

Education Outreach 

 

• Along with the School Age Matters Coordinator (SAM), prepare and give presentations and 

trainings to staff and faculty about Down syndrome, inclusion and best practices for engaging 

and educating students with Down syndrome. 

• In addition, assist the SAM Coordinator when they aren’t available by giving in-person 

presentations to school-aged children about Down syndrome and inclusion.   

• We need to be cognizant that some of these schools where we aim to do presentations at are 

schools that primarily serve low income and rural families and who are generally considered 

underserved by the DSAGC. 

• Assist the School Age Matters Coordinator when needed with the Educational Advisory Board.  

This team is made up of educational professionals and parents who care about the DSAGC and 

lend their counsel and connections on education-related topics impacting the DSAGC and those 

we serve. 

• This team usually meets once a quarter, either on Zoom or in person. 

 

Government Advocacy 

 

• Collaborate with the Government Affairs Committee Co-Chairs on advocacy projects.  Help 

them plan quarterly meetings. 

• Stay informed on local, state and advocacy issues that pertain to the Down syndrome 

community. 

 

 



 

 

• Write letters/emails on behalf of the DSAGC pertaining to key advocacy and legislative issues.  

Write and send occasional advocacy alerts to DSAGC families and others who express an 

interest in advocacy work. 

• Represent and speak on behalf of the DSAGC at local, state, and federal advocacy events. 

• Connect with and build relationships with the offices of various legislative representatives that 

serve our region or state(s). 

 

Employment Advocacy 

 

• When opportunities arise, meet with area businesses and organizations to educate them about the 

benefits of a diverse and inclusive workforce.  If interested, walk them through next steps (e.g., 

engaging Opportunities for Ohioans with Disabilities [OOD] and/or a job developer). 

• Field calls and emails from employers who have expressed an interest in hiring someone with 

Down syndrome at their business or organization. 

• Build connections with key employment agencies that support individuals with developmental 

disabilities gain and thrive in their jobs.  (i.e., OOD, LADD Inc., Easter Seals and The Point in 

NKY). 

• Promote open positions within DSAGC communications channels. 

 

Community Outreach and Administration  

 

• Respond to and participate in community outreach opportunities that may not land in one of the 

above main categories (e.g. presentations to local police or fire departments). 

• Collaborate with members of the Programming Team on any pertinent activities that have an 

outreach component to them. 

• Develop a system to track and maintain all outreach activities, contacts and impact. 

• Work with the Communications Coordinator to spotlight various outreach endeavors. 

 

4. Underserved Community Outreach  

 

• The DSAGC embraces values, policies, and practices to ensure that all individuals with Down 

syndrome and their families are represented by the organization and treated with dignity and 

respect.  The DSAGC makes this commitment with equal care, consideration, and opportunity 

for people of all races, ethnicities, national origins, ages, genders, sexual orientations, identities, 

incomes, geographic locations, special health care needs, citizenships, languages, philosophies, 

and religions. 

• Develop an outreach strategy to identify individuals with Down syndrome and families from 

underserved communities (people of color, low income, rural) who aren’t currently connected to 

the DSAGC and all of the various support opportunities we provide.   

• Once identified, help these individuals and families get connected to the appropriate DSAGC 

staff or groups to better support them. 

• Serve on the DEI Committee and collaborate with them to develop and deploy the DSAGC’s 

DEI strategy. 

• Work with the Executive Director to develop other initiatives beyond outreach work that will 

further our DEI strategy in other areas of the organization. 

 

 



 

 

5. Volunteer Engagement 

 

• Collaborate with and lead the Health Advisory Board.  Assist with the Education Advisory 

Board. 

• Serve on the DEI Committee and Government Advocacy Committee. 

• Recruit, train, collaborate with and supervise a group of Self-Advocates who have the passion 

and skills to give effective presentations on behalf of the DSAGC in a variety of settings.  We 

may also want to do the same with a group of parents. 

• When the opportunities arise, identify and schedule the appropriate Self-Advocates to give these 

presentations. 

 

6. Reviews 

 

• All new employees receive an initial performance appraisal upon the completion of their first 90 

days of employment. 

• In order to provide our staff with more consistent feedback and create an ongoing dialogue about 

priorities, performance challenges, and ways they can feel supported and empowered, we have 

moved away from traditional performance reviews.  Instead, every staff member has to fill out a 

monthly report that they submit to their supervisor.  Part of this report involves outlining their 

top three to five work priorities on a rolling basis over the next 90 days.  They will also outline 

progress they have made on their current monthly priorities. 

• Going hand-in-hand with the monthly report, every staff member and supervisor will have 

regular Check-In meetings at least monthly.  A significant part of these meetings will include 

being informed of and progress made towards their priorities for the previous and upcoming 90 

days.   

 
7. Qualifications 

 

• Proven track record in public speaking, networking, empowering others and multi-tasking. 

• Strong interpersonal, communication, presentation and organizational skills. 

• Demonstrated ability to lead both individuals and teams of people. 

• Experience working with Cincinnati area African American and/or Latino communities is 

strongly preferred.  Fluency in Spanish would be helpful, but is not required. 

• Computer competency in Microsoft Office Suite products and experience with databases. 

• Must have a valid driver’s license, reliable automobile and appropriate insurance coverage. 

• Four-year degree preferred. 

• Flexibility to work 30-35 hours per week, including occasional evenings and weekends. 

 


