California State University Northridge

Community Collaborator:  

Center for Community Service Learning, full-time $2901-4641 mo

Duties: Under general supervision, identifies and builds partnerships with schools, non-profit, and public organizations to create projects in which service-learning students will help address community needs. Assist professors and students with on-site service learning classes; visits and monitors students during on-site classes; acts as liaison between the community site, students, professors, and the university; researches, created and disseminates training materials; assist Center Director with research and development of funding resources and grant writing; maintains the Center’s community database; supervises, administrative staff; coordinates university wide assessment of CSL; and perform other duties as assigned.

Qualifications; Equivalent to graduation from a four-year college or university in a job-related field and one of the following: one year of technical or administrative experience which involved study, analysis, and evaluation leading to the development or improvement of administrative policies, procedures, and practices; or two year of progressively responsible clerical or community experience which involved monitoring and coordinating administrative, student of faculty programs, OR equivalent to four years of progressively responsible experience, which involved coordinating and monitoring academic or community programs.  

Knowledge, Specialized Skills, and Abilities: Knowledge of: methods and procedures for performing a variety of administrative support functions, services, and the relationship of these tasks to other administrative duties.  Ability and specialized skills to: interact successfully with students, instructors, and staff over the telephone and in person; prioritize assignments; work independently and plan day –to-day activities; make constructive recommendations for modification or improvement of methods, procedures, techniques, equipment, and programs; independently interpret and apply regulations, procedures, and policies related to the work of the office and to rapidly become familiar with the program areas; investigate and analyze problems and apply sound judgment; establish and maintain effectively both orally and in writing and draft grant proposal. Ability to travel required. Masters degree in job-related field. 

