Office of Community-Based Learning

Position Description: Coordinator

Under the general supervision of the Associate Vice Provost for Academic Programs, the Coordinator of the Office of Community-Based Learning is responsible for daily operations and leadership of the office.  The Coordinator is the principal program representative to the campus and surrounding community and serves as the primary advocate for service learning and other community-based learning programs.  The incumbent is responsible for assessment and evaluation of current programs and leadership in new programs development and support.

Essential functions of this position include, either directly, or in a supervisory role: 

· Oversees budget

· Develops and maintains policies and procedure at SSU relevant to community-based learning programs

· Prepares written reports related to grants and program administration

· Fundraises to supplement the office's programs

· Leads, facilitates and supports the office's steering committee, which provides insight and direction to the office's programs

· Coordinates evaluation of programs

· Represents SSU and the office at state-wide service-learning meetings and conferences

· Assists faculty and community partners in the development of service linkages and partnerships

· Plans and facilitates professional development opportunities in community-based learning for faculty, staff, community partners and students. 

· Directs the office's student leadership programs

· Develops and manages the office's service-learning database, webpage, newsletter, and other informational resources.

