Justice Action Group   5-25-06 
Executive Coordinator

Position Description 

Position Title:  Executive Coordinator

Reports to:  JAG Chairperson, JAG Executive Committee

General Summary

Coordinates and directs all activities of Maine’s access to justice commission, the Justice Action Group, which is a collaborative partnership between the courts, the Maine State Bar Association, the Maine Bar Foundation, legal service providers and other members of the legal community to provide leadership and coordination for the planning and delivery of civil legal services in Maine.
Essential Job Functions:

Facilitates cooperation and coordination between legal service programs and national, state and county bar associations, other legal organizations, the courts and others providing services to Maine’s low income and vulnerable populations  


- communicates and builds relationships with collaborative partners and key stakeholders

Provides or coordinates staff support to the JAG Chairperson, JAG Executive Committee, JAG Board of Directors, and other JAG task forces and committees


- offers strategic administrative support 

Serves as a liaison between the JAG Executive Committee and other JAG task forces or committees, collaborative partners and other stakeholders


- communicate and build relationships with collaborative partners

Researches and drafts grant proposals


- designs program to be funded


- identifies funders, collaborators, supporters


- drafts grant proposals

Prepares JAG budget and reviews/monitors routine financial statements

Maintains official JAG records and website


- determines content and organization of web site


- uses website as communication tool/informational resource for planning process

Researches policy issues and prepares memorandum and reports

Working with the Chair of the Statewide Planning Initiative, directs, coordinates and staffs JAG’s Statewide Planning Initiative

Directs and coordinates JAG’s legislative, media and advocacy efforts


- media – drafts columns, speaks to reporters, draft press releases, meet with editorial 


boards, organize press conferences, understands strategic use of media


- legislative – draft legislation, strategize with and support volunteer leaders, draft 


testimony, organize grassroots/stakeholders to generate support, organize 



hearing ,work with committee during work session, track legislation 



through process


- advocacy efforts – conducts stakeholder analysis regarding involvement in planning 


process, can build on and utilize existing relationships with policymakers and key 


stakeholders to develop support for JAG initiatives

Collaborates with and provides information to national organizations; represents JAG at national conferences


- utilizes national conferences to gather information regarding best practices and policy 


development 

Directs and coordinates JAG events such as the Planning Retreat or Administrative Law Task Force Training Program 

Skills/Experience/Training Required

Excellent writing and verbal communication skills

Knowledge of and experience with the issues concerning legal services for the poor

Ability to recognize statewide priorities and work cooperatively to support their accomplishment

Ability to analyze complex issues and to develop relevant and realistic plans 

Experience working with governmental or political processes, particularly the Maine legislative process

Strategic planning skills

Experience working with diverse groups participating in policy development, including national, state and local government officials

Well developed skills in coordinating and managing collaborative initiatives

Strong organizational and interpersonal skills

Experience in budgeting and grant writing

Ability to prioritize and handle multiple projects simultaneously, strong self-motivation, and the ability to work independently with limited supervision

Law or Master’s degree in a related area and five to seven years related experience or equivalent combination of education and experience 
