NOW HIRING  - Charlotte County Coordinator

POSITION DETAILS
Location	  	   Valerie’s House | Punta Gorda, Florida
Employment Status:	   Full-Time Exempt
Reports To: 		   Director of Programs
Compensation Rate:	 $45,000 – 55,000 annually, depending on education, relevant professional experience, and demonstrated skills

ABOUT VALERIE’S HOUSE
Make a Difference. Help Children and Families Find Hope.
At Valerie’s House, we believe no child should grieve alone. Our mission is to help children and families work through the loss of a loved one together and go on to live fulfilling lives. Through compassionate grief support programs, meaningful connections, and a caring community, we provide a safe place for families to heal and find hope.

POSITION SUMMARY
The Charlotte County Coordinator plays an essential role in supporting and expanding Valerie’s House programs and services throughout Charlotte County.  This position is responsible for coordinating grief support programming, engaging with children, and families, supporting volunteers, and building meaningful relationships with schools, community organizations, and local partners.

Serving as a key representative of Valerie’s House in Charlotte County, the Coordinator helps ensure families receive compassionate, consistent, and high-quality support while increasing community awareness and accessibility of our services.  This position offers an exciting opportunity for a compassionate, organized, and community-minded individual who is passionate about making a difference in the lives of grieving children and families.

KEY RESPONSIBILITIES
Program Coordination & Family Engagement
· Coordinate and facilitate grief support groups for children and families in a safe, welcoming, and supportive environment.
· Welcome new families through Family Information Tours and provide thoughtful follow-up and ongoing communication.
· Build meaningful relationships with participating families to encourage engagement and continued participation.
· Coordinate school-based grief support programs, including collaborating with school personnel and facilitating age-appropriate activities.
· Support the recruitment, engagement, and coordination of program volunteers.
· Maintain accurate participant records, program documentation, and reporting.
Community Outreach & Relationship Building
· Serve as a positive representative of Valerie’s House throughout Charlotte County.
· Develop and maintain relationships with schools, community organizations, local businesses, and other community partners.
· Participate in community outreach events, presentations, and networking opportunities.
· Collaborate with leadership to identify opportunities for program growth and increase community awareness.
· Support fundraising initiatives and community events in partnership with organizational leadership.

REQUIRED QUALIFICATIONS
· Bachelor’s degree in Social Work, Psychology, Counseling, Education, Human Services, Non-Profit Management, or a closely related field.
· Experience working with children, families, or community-based programs in education, social services, nonprofit organizations, or a related field.
· Strong organizational and time-management skills, with the ability to manage multiple responsibilities, prioritize tasks, and meet deadlines.
· Excellent interpersonal, written, and verbal communication skills.
· Ability to work independently, demonstrate initiative, and collaborate effectively with a team.
· Confidence facilitating groups activities and engaging with individuals from diverse backgrounds
· Proficiency in Microsoft Office and willingness to learn program management and data tracking systems.
· Ability to maintain confidentiality and demonstrate professionalism, compassion, and sound judgment.
· Availability to work a flexible schedule, including evenings and occasional weekends.
· Reliable transportation and ability to travel between program locations and community events.
· Ability to successfully complete required Level 2 background screening.

PREFERRED QUALIFICATIONS
· Experience working in a nonprofit organization, particularly in family services, education, social services, or grief support.
· Familiarity with grief support, trauma-informed practices, and the needs of grieving children and families.
· Experience coordinating and facilitating group activities, educational programs, or community-based services.
· Experience with community outreach, relationship building, and developing partnerships with schools, businesses, and local organizations.
· Knowledge of Charlotte County and its community resources, schools, and organizations.
· Experience recruiting, coordinating, or supporting volunteers.
· Bilingual proficiency in English and Spanish is a plus

SCHEDULE & WORK LOCATION
· Full Time – 40 hours a week.
· Primarily based in Charlotte County, including Punta Gorda and surrounding communities.
· Local travel to schools, community partners, and program locations is required.
· Periodic travel to our Fort Myers location for meetings, training, and team collaboration.
· Availability for evening programming and occasional weekend events is required.

WHY JOIN OUR TEAM?
At Valerie’s House, your work is more than a job — it’s an opportunity to make a lasting difference in the lives of children and families navigating grief. You’ll become part of a passionate, mission-driven team that values compassion, collaboration, positivity, humility, and adaptability.

COMPENSATION & BENEFITS
Starting salary: $45,000 -$55,000 annually, with organizational benefits and mileage reimbursement.
Exceptional Benefits Package Includes:
· Generous Paid Time Off (PTO)
· 10 paid Holidays
· Comprehensive Health Insurance with a significant Employer Contribution toward premiums.
· 401(k) Retirement Plan
· Employee Assistance Program
· Opportunities for professional development and career advancement
· Meaningful, mission-driven work in a supportive and collaborative environment.

HOW TO APPLY
Interested candidates are invited to submit their resume and cover letter to  career@valerieshouse.org , with the position title included in the email subject line.  Please include a brief introduction in your cover letter highlighting your relevant experience, qualifications, and interest in joining the Valerie’s Team.

Applications will be reviewed on a rolling basis until the position is filled.

Join us in making a lasting difference in the lives of grieving children and families throughout Southwest Florida!

Equal Opportunity Employer
Valerie’s House is an Equal Opportunity Employer committed to fostering an inclusive, respectful, and supportive workplace.  We welcome qualified applicants from all backgrounds.






