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Wounded Wings:

Association for the Betterment of Women and Young Adults

Job Descriptions

Our Purpose

Wounded Wings: Association for the Betterment of Women and Young Adults has been in development for the past three years.  Our founder, inspired by a former instructor, Zohreh Emami, wanted to know how she could help guide women from oppression to a pathway of enrichment and self-fulfillment.  Her answer was to start an association that would service the general population, but focus only on the needs of women.  Wounded Wing’s was incorporated in early 2003 completing our first step in evoking change for women in Southeastern Wisconsin.

Our Mission

Wounded Wings’ mission is to better the lives of women and young adults, by providing educational opportunities and support systems needed to create and reach goals for personal success.

Grant Writer

	Qualified and experienced grant writer to find funding for current and new programs.

	Must have experience and references.

	Please submit your resume and salary requirements to LaToyaBates@woundedwings.org


Executive Assistant

Provide high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and scheduling meetings. May also train and supervise lower-level clerical staff.

NON-DISCRIMINATION POLICY 

In compliance with 45 CFR parts 80,84, and 91, Wounded Wings will provide service to any person regardless of race, creed, color, national origin, handicap, or age.  All persons and/or organizations having occasion either to refer persons for services or to recommend our services are advised to do so without regard to the persons race, creed, color, national origin, handicap or age.  Compliance with section 504 of the rehabilitation act of 1973 (non discrimination against the handicapped) is coordinated by our administrator.   

PROBATION

All employees are on probation for the first year of their employment.  All employees at are employed at will.  The company or the employee may terminate employment at any time, during or after probation, with out reason.

PROFESSIONAL CONDUCT
Due to the close relationships formed with clients, employees must maintain the highest possible ethical standards.  Each employee must be honest and have integrity when providing care.  Therefore, all policies and principles are strictly enforced.  Violations of guidelines and procedures, commission of dishonesty, illegal activities either on the premises or while conducting company business will result in disciplinary action up to and including termination.  This does not exclude possible civil or criminal prosecution for acts committed.  Suspicion of dishonesty or illegal activates will lead to termination at the discretion of the employer.  

DRUG/ALCOHOL TESTING

All employees are screened for drug use and have a criminal background check.  Findings of criminal activity related to the position applied for or showing illegal and/or excessive drug use will result in immediate withdrawal of all offers of employment or termination.  

GENERAL STAFF REQUIREMENTS

Before the start of employment, each staff member must complete employee orientation, crisis intervention and diversity training.

For consideration, email your resume to nikkiwilson@woundedwings.org
