
JOB DESCRIPTION

POSITION TITLE:
Assistant Director of the Civic Engagement Program, Center for Experiential Learning
(CEL)

REPORTS TO:

Executive Director

PRIMARY FUNCTION: 


The assistant director will function as part of an experiential learning team, developing programs, reinforcing existing initiatives, and contributing to the strategic direction of the CEL and its programmatic staff.  

AREAS OF RESPONSIBILITY:


1. Developing new and innovative programs that complement the CEL’s approach of curricular coordination.  

a. These will include student and faculty-student civic engagement programs and service learning initiatives—both domestic and international. In all instances, these initiatives will be closely integrated with existing and emerging CEL program initiatives.  

2. Will work closely with faculty, especially teaching fellows, contributing to new course development and augmenting the service and civic engagement components of existing courses. The assistant director’s skills and experience will determine exactly where priorities are initially placed within the broad context of service learning and civic engagement but it will be important to sustain existing service learning activities while demonstrating a commitment to the incorporation of new civic engagement initiatives.

a. To achieve these goals the assistant director will call upon existing literature and program initiatives to highlight best practices for academic civic engagement, including service learning.  

3. Provide leadership in grant writing to support the civic engagement program and in developing methodologies to assess the impact of civic engagement and service learning initiatives at the college.  

At all times these initiatives will be integrated with the broader experiential learning programs of the CEL.



SUPERVISORY RESPONSIBILITIES: 
NA

CONTACTS:
St. Olaf Community, alumni, community members, employers
EDUCATION: 
Essential:
Masters degree in experiential learning or field related directly to civic engagement, including service learning.  


Desirable:
Liberal arts undergraduate degree

EXPERIENCE:
Essential:
Two to five years work experience in similar service learning or civic education program, and involvement in grant writing. 

KNOWLEDGE, SKILLS, ABILITIES: 

· Preference given to candidate with a clear understanding of the liberal arts


· Must demonstrate a strong commitment to an academically oriented experiential learning program.  

· Ability to enunciate and act upon the goals and mission of a college of the church.

· Applicants must demonstrate a strong commitment to an academically oriented experiential learning program 

· Ability to build partnerships and relate effectively with diverse constituents including faculty, staff, students, alums and community organizations. 

· Excellent oral and written communication skills. 

· Superior organizational skills with the ability to prioritize and work well independently.

· Must have own transportation and flexibility to travel in region.

· Confidentiality essential.

PHYSICAL DEMANDS:
Requires local and regional travel to contacts for program involvement. 

WORKING ENVIRONMENT:
Office type settting.  
WORK SCHEDULE:
FTE:
.92 FTE 



Term:
11 month – full-time during academic year; summer hours to be determined.


Shift: 
Campus Office hours: 8:00 am. to 5:00 p.m; Monday through Friday; some evening and weekends hours are required for special events. 

APPROVAL:                                                
Bruce Dalgaard
DATE:




June 2007


