Job Title

Associate Director, Center for Internships & Service-Learning
Classification

Administrative Analyst II
Position Summary:  Reporting to Director for the Center for Internships & Service-Learning, the Associate Director of the Center for Internships & Service-Learning is responsible for 4 main areas: community partnerships, faculty and departmental support, grant program oversight and Center management.   
Specific Roles and Responsibilities:  

Community Partnerships –  25% of time
· serve as the primary contact for community organizations for the center

· creating and maintaining quality relationships with community partners 
· providing outside organizations with training, resources, publications and supports that promote effective placements of CSUF students  
· develop and implement workshops and training programs to further develop community partnerships
· convene the Campus-Community Partnership Advisory Board to develop goals and policies for strengthening the interactions between the Center and community organizations  
Faculty and Departmental Support –  25% of time
· provide guidance to faculty grant recipients
· meet one-on-one with faculty

· work with departments who want to become engaged with service-learning programs such as Project SHINE and Jumpstart Fullerton

· work with department chairs and faculty (tenured and non-tenured) to develop programs to meet the needs of the community with service-learning and internship students

· implement faculty-community gatherings and create opportunities for faculty to create relationships with community partners

· assist engaged departments with reporting to funders

· assist faculty with syllabi  reconstruction and service-learning course design

· provide service-learning workshops through he FDC

· assist with proposal preparation and research

Oversight of Grant Funded Programs –  25% of time
· provide program leadership and supervision to grant funded programs, both domestic and international

· provide leadership and supervision to grant funded staff
· work with Foundation staff to establish/close out grant accounts

· access up to the minute financial reports online for reconciliation

· collect, maintain and create systems for match documentation

· negotiate with grantors for line item and expenditure changes

· work with state, foundation and federal funding agencies to negotiate and establish budgets (currently above $650,000)
· provide program planning and troubleshooting as necessary

· provide overall program planning, administration, evaluation and reporting 
Assist with overall Center Management –  25% of time
· serve as a resource and support to all center staff, including Foundation and state full-time staff and student assistants

· assist with database and systems oversight

· represent CSUF at relevant events and retreats on service-learning and internships

· provide coordination and oversight for marketing and publications
Knowledge and Abilities:  A qualified candidate must have the ability to:

· Work successfully with a variety of constituents with a wide range of needs.  Constituents range from college students and faculty to administrators, businesses, public entities and not for profits.
· Present effectively to groups

· Create and implement training programs

· Assess, plan, implement and evaluate a program from its beginning to end

· Develop reciprocal community based learning partnerships between higher education institutions and diverse community groups

· Be highly organized and able to multi-task 

· Recognize the variables for quality service-learning 

· Ensure compliance with University policy and procedures

Essential Qualifications:  A Bachelor’s degree in social or behavioral sciences or related field; or a combination of education and experience which provides required knowledge and abilities.  Several years of experience developing internships and/pr service-learning opportunities provided to students or patrons in a community-based organization or institution of higher education.  Strong interpersonal skills and ability to community effectively with multiple audiences.  Proficiency using PC’s, MS Office, email and Internet.
Preferred Qualifications:  Graduate degree in related field and/or several years of experience performing duties and responsibilities similar to those described above specifically in a higher education environment.
