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California State University, Monterey Bay

Job Description

Associate Director Service Learning Institute

(Administrator II)

Under the general supervision of the Director of the Service Learning Institute (SLI), the Associate Director is responsible for managing the SLI’s activities and processes that support service learning campus-wide and for further developing the SLI’s social justice approach to service learning.  The Associate Director provides direct supervision for SLI staff involved in coordinating the service learning placement process; manages the SLI training calendar and organizes and provides leadership for SLI training events; manages overall program evaluation and data-gathering processes; and supports the SLI Director with overall institute leadership, strategic planning and external fund-raising.  The Associate Director serves as the principal liaison with Student Affairs programs and activities, and provides leadership for generating a culture of service and commitment to social justice at CSUMB.  The Associate Director also participates in the development of the SLI’s academic program, teaching service learning courses and contributing to the intellectual growth of the service learning program.  The Associate Director provides leadership for the SLI in the absence of the Director.

RESPONSIBILITIES:

Essential Functions:

1. Leadership for Service Learning Support Process:  Provides overall direction and coordination to insure high quality service learning course and community partnership support.  Manages professional staff who coordinate partnership support for service learning courses campus-wide. Supervises the Information Specialist in managing the SLI data-bases and establishing timelines for managing and tracking the service learning placement process.  Responsible for overseeing evaluation of the service learning support process and insuring SLI’s continuing development as a learning organization. Develops and oversees the distribution of written and electronic materials related to the Service Learning Institute and CSUMB’s service learning requirement. 

2. Leadership for SLI Training and Professional Development:  Responsible for developing workshops and training programs that further SLI’s social justice approach to service learning and that deepen reciprocal campus/community partnerships.  Leads the annual Summer Institute on Service and Social Justice.  Coordinates the SLI’s annual training calendar; partners with SLI staff in appropriate training design and delivery.  Insures connections between the SLI”s faculty development, student leadership and community partner training efforts.

3. Leadership for Service Learning Institute: Assists SLI Director in overall direction and policy development for SLI.  Assists in facilitating strategic planning, staff development retreats and meetings. Assists in developing grant proposals and other fund-raising initiatives.  Participates in development of a new minor in Service Learning and other academic program development. Serves as the SLI liaison with Student Affairs to support student recruitment and advising events. Provides leadership for Residential Education, and other academic support units’ development of co-curricular service activities and programs.  Collaborates with the SLI team to carry out the CSUMB Vision and SLI Philosophy and Mission.  Provides leadership for the SLI in the absence of the Director. 

4. Teaching Service Learning Courses:  Teaches courses that meet the Community Participation ULR and other service learning courses that further the goals and mission of the SLI. 

Other Functions:

1. Performs other duties, as assigned.

KNOWLEDGE AND ABILITIES:

Demonstrated ability to work collaboratively and effectively with diverse students, faculty, staff and community partners in a multicultural environment.  Familiarity and commitment to the CSUMB Vision Statement., and to the SLI’s social justice approach to service learning.  Commitment to cultivating social responsibility, cultural awareness and an ethic of civic engagement, both personally and professionally.   Knowledge and experience with diversity work.  Demonstrated ability to lead training programs that develop participants’ skills in multicultural community participation and social justice approaches to service learning.  Ability to teach college-level courses in service learning and social justice.

Knowledge of sound management practices and the demonstrated ability to cultivate, organize, evaluate and manage a dynamic, collaborative staff.  Demonstrated ability to gather varied data, analyze complex problems, visualize operational and program implications, develop alternative approaches and take appropriate action. Demonstrated ability to plan for short and long-range needs, to make effective judgments and perform a variety of administrative duties. Ability to communicate clearly and professionally, both orally and in writing.  Demonstrated ability to use a personal computer and appropriate software to manage complex data gathering and analysis processes to write reports and make effective presentations.  Ability to write grants and raise funds from foundation and governmental sources.

MINIMUM QUALIFICATIONS:

Education and Experience:

Master’s Degree in a relevant field and three years experience in implementing college-level service learning programs, multiculturalism and diversity programs, or community-based organization work.  OR,  Bachelor’s Degree and five years relevant experience with college-level service learning programs, multiculturalism and diversity programs, or community-based organization. Experience leading diversity and social justice training.  Experience in program management and supervision, providing leadership for program and organizational development.  Personal and professional experience effectively working in diverse communities.  Experience with information systems and data management.

DESIRABLE QUALIFICATIONS:

Background in collaborative approaches to organizational management and decision-making. Experience with program evaluation and strategic planning.  Technical knowledge of web-design, data-base management, desk-top publishing, etc.   Demonstrated understanding of and commitment to the CSUMB Vision Statement and the core values of mutual respect, collaboration and service orientation, multiculturalism and diversity, community service and institutional excellence.  Experience working with a diverse and multicultural population. Bilingual in Spanish, highly desirable.
POSITION ASSIGNMENT:

Office:


Service Learning Institute

Reports to:


Director of the Service Learning Institute

Classification:

Administrator II

FLSA:



Exempt

MPP Code:


N185

Salary:


Commensurate with experience (anticipated salary $43,000 - $53,000)

CSUMB Job #:

MB2001-ED821
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