NFB-NEWSLINE NY Position Description - OUTREACH Specialist 

This  document outlines the scope of duties and responsibilities  that the NFB-NEWSLINE NY Outreach Specialist(s) 
Must meet or exceed.
 
Work with and under the direction of the Outreach Coordinator to assist in conducting the following activities:

· Arrange for a minimum of five (5) online or in-person presentations per month.

· At each in-person presentation, pass out NFB NEWSLINE brochures, provide information about NEWSLINE and the NFB, and answer any questions attendees may have relative to the presentation.

· Document the number of attendees at each presentation and ask interested attendees to sign up for the NEWSLINE service.

· Record contact information for all new subscribers

· As a follow-up to each presentation, enter each new subscriber into the system and contact them to provide the dial in number, codes, help desk number and other NFB resources as appropriate.

· Maintain spreadsheet containing subscriber contact and log in information for all new or existing subscribers with whom the Outreach Specialist communicates and, on a monthly basis, provide that information to the Outreach Coordinator for inclusion in the NFB-NEWSLINE NY master spreadsheet.

· Process submitted applications from potential subscribers.

· Assist the Outreach Coordinator in managing all program related correspondence and assure that such correspondence is logged, timely distributed, and acted upon as directed by the   Newsline Outreach Coordinator

· Assist the Outreach Coordinator in managing, preparing, and submitting all required contract paperwork related to the NEWSLINE Program

· Assist the Outreach Coordinator in preparing and distributing program marketing and training materials, including, but
not limited to a quarterly newsletter to subscribers and others
· [bookmark: _Hlk148428466]Maintain and submit, no later than ten (10) days after the close of each month, accurate timesheets describing the NEWSLINE program tasks performed, and the time spent on each.
· Document any travel or other expenses related to each presentation and submit said documentation monthly to the NEWSLINE Outreach Coordinator for reimbursement.

· For each presentation, complete a presentation form including date, location of presentation, point of contact, number of attendees as well as the number of new subscribers, and submit these forms monthly to the NEWSLINE Outreach Coordinator

· Sign up no less than five (5) new NEWSLINE subscribers per month.

· Call a minimum of Sixty (60) current subscribers each month.

· During each call, ask whether the subscriber is using NEWSLINE, how often, and if they are experiencing any problems with the service as well as other questions as assigned.

· If a problem is identified, attempt to resolve it and if this is not possible, refer it to the Newsline Outreach Coordinator for further action. 

· Following each phone call, complete a subscriber survey form documenting the contact as directed by the Outreach Coordinator

· Perform other duties as assigned by the Outreach Coordinator
