
 

 

 

 

 

 
Title of Job:  Assistant Director of Prevention 
 

 
Position Description 
The Assistant Director of Prevention (ADP) will support the Director of Prevention and Youth Outreach in 
Traffick911’s strategy to provide relevant, high-impact prevention programming to as many youth (and 
specifically high-risk youth) as possible in order to prevent victims of sex trafficking. The ADP will provide 
support of the prevention team by overseeing processes and procedures for Traffick911’s Juvenile 
Detention and Community Outreaches, including management of scheduling, communication, and 
development of volunteer and partner relationships.  
 

Major Areas of Responsibility 
● Support and collaborate with the Director of Prevention and Youth Outreach to grow 

Traffick911’s prevention footprint while improving every aspect of the overall program and 
outreach initiatives. 

● Oversee entire volunteer clearance process for Traffick911 prevention volunteers, including 
Juvenile Detention Outreach (10+ separate facility processes) and community youth 
prevention outreach initiatives in local shelters and schools, each which may have individual 
clearance processes. 

○ Manage prevention volunteer database, including data entry and quality 
improvement, which tracks all prevention volunteers who go through training 
processes, serve in various outreaches, and other activities. 

● Manage the process for Traps program volunteer presenters; maintain and track volunteer 
presenter status and act as primary point of contact for all program presenters.  

○ Lead and equip volunteer presenters to be strong leaders by providing them with the 
necessary tools, resources and support to be successful. 

○ Regularly co-present with new Traps presenters during outreaches and attend other 
outreaches on a rotating basis to observe Traps presenters in the field and assist 
with feedback and quality improvement (often on nights and weekends). 

● Regularly present the Traps youth program at various outreach locations and act as a Traps 
youth program trainer for new presenters.  

● Create communication plan to regularly communicate with all prevention volunteers on 
outreach opportunities, trainings, changes in scheduling, via email blast and social media 
outlets. 

○ Maintain online signup system for all community outreaches (where volunteers sign 
up for various outreaches available). 

● Manage all incoming speaker requests (database) and scheduling for the Traps youth 
program; coordinating internal and external schedules, and facilitate communication 
between partners, volunteer presenters, and Traffick911 staff when programs are 
scheduled. 

○ Maintain processes and systems relating to accepting and tracking speaking 
engagements. 



○ Be available during evening hours to take phone calls and problem-solve in the event 
there are questions/hiccups during scheduled programs. 

● Oversee all prevention outreach program and Affiliate program reporting, ensuring all teams 
and presenters report numbers and metrics within the appropriate time. 

● Manage all prevention program outputs and metrics by ensuring all data is captured in 
appropriate databases for overall program impact and reported to leadership monthly. 

● Act as an outreach coordinator and lead outreach teams, when needed, if volunteer 
outreach coordinators are unavailable/unappointed for a specific outreach. 

● Attend community stakeholder coalition meetings and task forces for networking and 
partner relations. 

● Represent Traffick911 in a positive and professional manner with volunteers and the 
community.  

 

Required Skills 
● Excellent and advanced administrative and computer skills  

● Excellent communication skills with an ability to prioritize, negotiate, and work with a variety of 

internal and external stakeholders 

● Strong passion and zeal for educating youth  

● Dynamic oral communication/public speaking skills 
● Demonstrated ability to connect well with youth 
● Demonstrated interest and passion for trafficked and exploited youth 
● Strong people skills with ability to lead and motivate teams as well as the ability to authentically 

connect with a broad range of people 

● Ability to have a flexible schedule; often working nights and weekends 

● Keen analytic, data-oriented organizational and problem-solving skills which support and enable 

sound decision making 

● A multi-tasker with the ability to wear many hats in a fast-paced environment 
● Ability to work independently and to be a self-starter 
● Commitment to continuous quality control and improvement 
● Strong track record of excellence and attention to detail 

 
Education and Job Experience Requirements 

● Bachelor's degree in human services, education, or a related field preferred; relevant work 
experience will be considered.  

● Three to five years of professional work experience; preferably working with vulnerable youth 
populations. 

● Administrative work experience preferred  
● Experience in managing volunteers in a social service or ministry setting 

 
Critical Qualities 

● Adhere to Traffick911’s Core Values and Code of Ethics (traffick911.com/mission-values)  
● Mature Christian faith 
● Professional 
● Humble and resilient 
● Pursues excellence 
● Culturally aware and appreciative of differences 
● Strong work ethic 
● Innovative problem solver 
● Ability to build trust and strong partnerships with others 
● Courageous in pursuing opportunities and challenges  
● Tenacious in achieving goals 

http://www.traffick911.com/mission-values/


Physical Demands 
Job will be performed in Traffick911 office in Addison, TX as well as traveling to various counties 
surrounding Dallas/Fort Worth and often the state of Texas in own vehicle (rental cars are used for trips 
outside DFW). While performing this job, the employee is required to be able to drive to various locations. 
The employee will be required to stand for two to three hours at a time when presenting at outreaches. The 
employee may be required to carry heavy loads for outreaches, such as computer equipment, drinks, 
snacks, etc.  
  

Work Environment 
This position is required to work out of the Traffick911 Addison office at least two days per week. Other 
days of the week are typically meetings and outreaches in the field, and other mission-related events. The 
Traffick911 work environment is an open floor plan. Ability to concentrate with ambient conversations is 
required. Reasonable accommodations may be made to enable people with disabilities to perform the 
essential functions of the job. 
 
This position will be working within the Juvenile Detention facilities and must follow their dress code and 
guidelines. You may be exposed to physical altercations while in the facility and must be able to clear 
yourself from the conflict quickly, as well as making sure volunteers are out of danger. 
 

Benefits and Salary 
Traffick911’s benefits package includes group medical, dental and vision insurance; paid holidays, 
extended vacation time for ample self-care, and sick leave.  

Job Type 
Full-time exempt 
 
 
Please send cover letter and resume to prevention@traffick911.com. 
 
 
About Traffick911:  Founded in 2009, Traffick911 is a 501(c)3 (IRS Tax IS 27-1111529) non-profit organization committed to free youth from sex 
trafficking through prevention, identification and empowerment. Our work in prevention (educating over 67,800 individuals face-to-face since 2009), 
identifying 720 child sex trafficking victims across Texas since 2009, and working with law enforcement in 16 Texas counties makes Traffick911 a 
leading voice and service provider in the fight to free youth from sex trafficking. Traffick911 has been honored by Homeland Security Investigations, 
the Fort Worth Council of Women and other law enforcement and community organizations. In 2017, Traffick911 was named Nonprof it of the Year 
by the Junior League of Collin County. 

 


