JOB#7853.49 

ADMINISTRATIVE ANALYST/SPECIALIST, NON EXEMPT 
PROGRAM COORDINATOR 
OFFICE OF COMMUNITY SERVICE LEARNING (OCSL) 
Full-Time; Temporary to 12/31/04; 

$2,945 - 4,711/Mo.; M-F: 8 a.m. - 5 p.m. 


APPLICATION DEADLINE:  6/21/04
MINIMUM QUALIFICATIONS:  Work Experience:  5+ years of technical/administrative work involving study/analysis/ recommendation of program administration, including experience working with students, faculty and with culturally diverse communities. Extensive Knowledge:  university/budget policies/procedures; methods/ procedures for research/statistical analysis and ability to apply them; and webdesign.  Skills:  use advanced technology techniques; proactivity; follow through; creativity; problem resolution.  Specialized Skills: working knowledge/use of PC, Windows, multi-line phone, Eudora, Outlook, Dreamweaver MX, Filemaker Pro 4.0, Photoshop, Adobe products and Internet communication tools, including email, listservs, web page development and browsing and online instructional tools; advanced knowledge/use of MS 2000 Office Suite products; extensive knowledge/use of fax/copy machines and typewriters.  Abilities:  interpret/apply wide variety of policies/procedures relating to/impacting applicable program; analyze data/make accurate projections and use basic statistical techniques; organize/plan work and projects; compile/compose/present reports; maintain effective working relationships at all levels; serve as liaison for organizational unit.  Specialized Abilities: compose reports and summarize grant activities; lead staff; negotiate or mediate between faculty, community and student groups; communicate professionally with faculty and staff. 

ESSENTIAL JOB FUNCTIONS:  Work with faculty to define educational community service learning goals and community service placements; provide logistical support for faculty teaching Community Service Learning (CSL) courses; assist Director with faculty development workshops; responsible for coordination of activities related to all electronic communications of OCSL (Office of Community Service Learning); responsible for implementing/coordinating Civic Engagement and AmeriCorps projects; monitor/report budgets of  OCSL grants. 

