
13394 W. Trepania Road Hayward, WI 54843 
Phone 715-634-9360 Fax 715-634-9228 

 

 
OAKWOOD HAVEN 

 

Job Title:  Prevention Education Coordinator for Oakwood Haven 
Supervisor:  Oakwood Haven Director 
Site:   Oakwood Haven 
 
Job Summary:  

1. To ensure effective and professional program facilitation to community and families 
2. To provide adult supervision and guidance during program implementation 
3. To empower session participants to make healthy life choices 
4. To assist with the development, implementation and evaluation of various prevention 

programs 
 
Principle Duties and Essential Responsibilities: 

1. To facilitate educational based programming to "at-risk" community youth, adults and 
families 

2. To attend on-going program meetings and trainings 
3. To model professional, responsible behavior at all times 
4. Copy and prepare written materials, supplies, information/referral etc. for each program 

session 
5. Provide educational programming in the dynamics of family violence and prevention of 
6. Maintain accurate, complete records of programs and projects (including program sign in 

sheets and completed participant pre/posttest evaluations) to provide Oakwood Haven 
Director with monthly status reports 

7. To update Oakwood Haven Director of any problems associated with a program session 
including staff issues, low program attendance, tardiness, etc. with 24 hours of session 

8. To have Oakwood Haven Director attend any program meeting with site coordinator, 
directors or anyone who is making decisions regarding a Prevention Education program 

9. Utilize database to record program attendance and demographics 
10. Assist with the development of documents and reports 
11. Maintain current information on community services and referral options 
12. Organize and provide presentations to community agencies, schools or businesses on 

prevention issues 
13. Provide domestic abuse, sexual assault/abuse, stalking, bullying and other relevant 

information and resource at local health fairs and booths 
14. To uphold the overall mission and goals of Oakwood Haven shelter facility and abstain 

from violence and abuse of alcohol, tobacco, and other drugs 
15. To provide other support consistent with job roles as assigned 
16. To report all suspected child abuse/neglect situations to appropriate agencies and staff 

 

Outreach & Shelter Serving Adult & Child Victims of Domestic, Sexual, 
Elder, Stalking, & Dating Violence 



Minimum requirements: 
1. Reliable transportation and phone 
2. Valid Wisconsin driver's license, and full auto insurance 
3. Flexibility of hours 
4. Works well with all personality types 
5. An understanding of "at-risk" youth, adults and families 
6. Excellent verbal and communication skills 
7. Excellent organizational skills and ability to network with community and other 

programs 
8. Computer competence with Microsoft Office Applications 
9. Experience with culturally diverse groups preferred 
10. Some evening or weekend work may be required 

 
Education: High school diploma with Associates degree preferred and/or Certified Health 
Education Specialist, Certified Prevention Specialist or its equivalent. 
With the knowledge that LCO Oakwood Havens' mission is to serve persons experiencing 
violence and abuse in their relationships and that with the knowledge that efficiently runs 
programs are the best assurance of accomplishing our mission, LCO Oakwood Haven expects all 
its employees, (when time and job responsibilities permit) to lend the necessary supportive 
services to other programs or staff within the agency when a request is made or when the need to 
do so is apparent. 
Due to the sensitive nature of work done under Oakwood Haven, it is imperative that 
confidentiality be upheld to it’s highest. By signature, I agree to adhere to the privacy of all 
recipients who have in the past, present or future received domestic abuse or sexual assault 
services. 
 
APPLICATION PROCEDURE:  
Submit completed LCO Employment Application including Release and Authorization 
Form (available upon request or on the Tribe's website) along with a cover letter, resume and at 
least three (3) letters of reference. Certificate of Good Standing in each jurisdiction where 
licensed and any other supportive documents. Tribal Member applicants must provide a 
signed official document from a federally recognized Tribe acknowledging enrollment. 

MAIL, FAX OR EMAIL ALL INFORMATION TO:  
Lac Courte Oreilles Tribal Government  
ATTN: Human Resource Department 
13394 W. Trepania Road 
Hayward, WI 54843  
Fax (715) 634-4797  
HR Fax (715) 699-1209  
doreen.debrot@lco-nsn.gov 
caroline.yellowthunder@lco-nsn.gov 
 
Tribal preference will apply to qualified applicants in accordance with the Lac Courte Oreilles 

Policies & Procedures Manual. 
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