Director of Service Learning at CSU East Bay
% Time     Responsibilities and Work Activities 
25% Responsibility: Manage office and develop and implement program activities

A. staff office and disseminate information

B. update office resources

C. update and manage website content

D. plan and implement promotional events

E. write yearly newsletter

15%  Responsibility: Consult with faculty on service learning scholarship and curriculum development and implementation

A. promote service learning scholarship across the university

B. facilitate workshops

C. work with Faculty Development

D. engage in outreach to new faculty

E. support faculty utilizing a service-based curriculum

15%  Responsibility: Work as community agency liaison

A. complete site visits and work as a point-of-contact for community based agencies

B. engage in new partner outreach

C. develop and implement partnership sustainability practices

D. facilitate workshops

15%  Responsibility: Manage program budget; apply for and manage outside funding

A. apply for yearly Governor’s Call to Service Infrastructure funding to support director’s position and program activities

B. manage funds

C. research, apply for, and manage outside funding sources

10%  Responsibility: Develop student leadership opportunities

A. facilitate student workshops

B. network across disciplines and with existing campus bodies to promote and support civic engagement and service learning opportunities for students

10%  Responsibility: Implement risk management procedures

A. complete site visits

B. develop and disseminate appropriate forms and information campus-wide

C. work with Contracts and Procurement to follow-up on new and continued partnerships

10%  Responsibility: Prepare campus reports and Chancellor’s Office reports on program activities

A. complete quarterly reports for Institutional Research and Analysis on service learning course offerings

B. complete yearly Governor’s Call to Service Funding reports

C. complete yearly campus profile for Chancellor’s Office

D. report regularly to AVP Instructional Services

Minimum Qualifications and Experience:

Master’s degree in a relevant field and three years experience in teaching service-based pedagogy at a college level; in-depth familiarity with community service and service-learning fields; experience in program management and supervision, providing leadership for program and organizational development; personal and professional experience effectively working in diverse communities.

Desirable Qualifications and Abilities:

Demonstrated ability to facilitate faculty, student, and community trainings; experience with self-reflective learning about the impact of social group identities (e.g. abilities, age, class, gender, primary language, race, sexual identity, religion) on community participation, leadership and social justice; an ability to gather varied data, analyze complex problems, visualize operational program implications, develop alternative approaches and take appropriate action; an ability to plan for short and long-range needs; a commitment to cultivating social responsibilities, cultural awareness and an ethic of civic engagement, both personally and professionally; a demonstrated ability to communicate clearly and professionally, both orally and in written form.

The successful candidate will be expected to work cooperatively with faculty and staff across the university.
