POSITION TITLE:
Director of Center for Experiential Learning and the Career Connections Program
DATE:
December 2005

REPORTS TO:
Executive Director, Center for Experiential Learning


(CEL reports to Academic Dean)

Position Summary:  

· Manage the Center for Experiential Learning by leading strategic planning, program development and evaluation initiatives within the CEL.  Ensure a comprehensive, developmental experiential learning program by supporting staff in providing learning opportunities and resources through a variety of campus venues.   Advance the Center for Experiential Learning overall through interaction with the CEL’s multiple constituencies.  

· Mentor, manage and supervise CEL staff, including program planning, establishment of professional development goals and performance evaluation.  

· Work collaboratively with Executive Director to develop, oversee and report on CEL budgets.  

· Provide leadership and direction for the Career Connections program within the Center for Experiential Learning.  

· Assume duties of executive director in his absence.

Strategic Planning and Evaluation  (15%)
Determine annual and long-range program priorities; monitor and evaluate scope of services offered.  

Ensure delivery of a comprehensive experiential learning process for St. Olaf students by leading CEL staff in semi-annual strategic planning and evaluation process, resulting in prioritization of program commitments and implementation of new activities and services.  

Provide leadership in implementation of CEL program evaluation and assessment initiatives.  Work with the faculty member serving as Director of Evaluation and Assessment to develop mechanisms that effectively measure student growth through involvement in experiential learning opportunities.  

Write and prepare CEL annual report, presenting documentation of specific activities and assessment of progress toward goals.  

Work with Executive Director to plan and lead three annual meetings of the CEL Faculty Advisory Committee.

Work closely with Executive Director to plan the various CEL budgets, to determine budget priorities and to oversee daily transactions.  

Outreach  to CEL Constituencies (20%)
Maintain collegial relationships with external and internal constituencies that support CEL programs, communicating and interacting regularly to advance the relationship.

Work with the Advancement staff to identify influential alumni and friends of the college to expand structured opportunities that will enhance St. Olaf’s academic program and provide meaningful experiential learning opportunities for students.

Provide oversight and supervision for CEL staff during the development phase of these new experiential learning initiatives.  

Oversee the Corporate Partners Initiative.

Research grant funding to create and support innovative strategies for connecting organizations with a liberal arts college. 

Establish and maintain effective and cooperative relationships with associate deans, faculty, academic departments/programs, student life staff and student organizations.  

Staffing  (35%)
Work with Executive Director to prepare staffing plans.  Play integral role in the process of defining the scope of the various CEL positions and hiring staff to fill positions as vacancies occur. 
Provide leadership to CEL staff in implementation of annual and long-range goals.  Create CEL work teams around annual initiatives.  Motivate and monitor progress of teams.  

Mentor, manage and supervise both professional and support staff.  Meet regularly to maintain communication and to develop effective professional relationships.

Evaluate performance of both professional and support staff annually.  Complete the college’s annual performance evaluation and follow-up activities.  

Work with both professional and support staff collaboratively to develop annual individual professional development plan.  Periodically assess progress toward goals.  
Program Development  (30%)

Work with Executive Director to develop cohesive experiential learning program that links the four components of the CEL and that complements the academic curriculum of the college.

Develop expertise on experiential learning.  Serve as resource for faculty; lead or participate in campus discussions related to experiential learning.  

Collaborate with faculty in the development of programming to complement their academic curriculum; partner with faculty in the delivery of academic content related to vocational discernment and experiential learning.  

Advance CEL objectives through a leadership role on campus initiatives developed through the ACM and designed to assess and improve educational programs in targeted areas.  Collaborate with the First-year Experience Committee, comprised of faculty and staff, to ensure a comprehensive, integrated first-year experience for all students in their first year at St. Olaf.  Gain committee support for integration of an experiential learning planning process for all first-year students; collaborate with Academic Advising and other faculty-led programs to identify appropriate strategies. 

Serve as the CEL’s primary liaison with the Office for Academic Advising.  Work with the faculty member serving as Director of Academic Advising to integrate career, vocational and academic advising.  Educate faculty academic advisors about the vocational discernment process; develop programs and materials to support faculty in integrating vocational reflection and career planning into the academic advising process.      

As Director of Vocational Mentoring under the Lilly program, develop and implement strategies to bring vocational discernment to various constituencies of the campus community.  Identify and lead CEL staff in the planning, development and implementation process.  Support the work of faculty serving as Lilly Vocational Fellows as warranted.  Develop means to bring the work of the Lilly Vocational Fellows to the campus community.

Qualifications:

· Education:  Master’s Degree in experiential learning, education, career development, industrial psychology or related discipline.  Additional graduate work reinforcing professional growth in the field of experiential learning.

· Experience:  Extensive experience in a leadership role in a college or university setting, preferably an experiential learning, career services or relevant academic program.  Demonstration of increasing levels of responsibility.  Program development, program management and supervisory experience required.

· Knowledge and Skills:  Knowledge of experiential learning theory and student development theory essential; understanding of career counseling theory and techniques, career planning activities and skills, and job trends helpful.  Understanding and appreciation of the liberal arts and the role of experiential learning as a complement to academic learning.  Strategic planning/visioning aptitude.  Effective management, supervisory and relationship-building skills.  Ability to organize, prioritize and handle multiple commitments.  Strong written and verbal communication skills.  Demonstrated public relations/marketing abilities.  Understanding of the growing role technology plays in higher education programs and services. 

