Position Title: 
Community-Based Work Study Coordinator

FTE: 
.83 FTE, 10-month position full-time from mid-August to mid-June

Reports to:  
Kathy Ruby, Financial Aid Office, and Kris Vatter, Office of Student Activities, St. Olaf;  Laura Riehle-Merrill, ACT Center, Carleton College
Primary Function: Direct and manage both the Northfield Reads and Counts tutoring program in Northfield Public Schools and the work study program through community non-profit organizations.

Manage the Northfield Reads and Counts Program

· Manage relationships with Northfield School District. Lead monthly site specialist meetings to facilitate tutoring placements within the schools.  Collaborate with Northfield Community Services Division for after-school tutor programming.  Partner with the Youth Coordinator from Community Services to provide strategic vision and direction for program, ensuring educational workshops and logistics are outlined for academic year.  Attend Teacher Appreciation Breakfast at five schools with St. Olaf and Carleton Educational Studies departments.  

· Manage placement of tutors.  Develop and deliver annual tutor orientation and provide ongoing individual and small group orientation sessions.  Receive and review tutoring needs from 5 schools; post positions and provide necessary information as students select tutor assignments.  Develop and coordinate support systems to manage administrative aspects of the tutoring program.

· Develop programming to enhance and enrich students’ experiences within the program.  Work with the Northfield Community Services Division to develop meaningful training opportunities to enhance tutors’ understanding of the Northfield system’s philosophical approach to education and hands-on training for tutoring in specific content areas.  Partner with Healthy Community Initiative to support tutor training and to offer other educational opportunities related to youth issues.  

· Gather feedback from teachers through semester evaluations and/or surveys to ensure that district needs are being met.  Gather feedback from tutors through various means: on-going communications, required meetings, and evaluations/surveys.

Manage the work study in non-profits component of the program

· Create new partnerships and maintain existing ones with local non-profit organizations.  Reach out to community organizations to introduce the program. Collaborate with organizations to identify their needs and specific ways to fulfill them through the CBWS program.  Introduce various work study position models to stimulate thinking about various ways to structure CBWS positions.  

· Facilitate on-going communication with sites through check-ins, site visits, and updates.  Represent all ACT and St. Olaf department programs appropriately to ensure that community partner needs are being met.

· Introduce and orient students to the work-study program in non-profits.  Supervise all off-campus work study students, conduct periodic check-ins and advising with work-place issues that arise. 

· Facilitate the learning and development of students working in non-profit settings.  Partner with Career Connections at St. Olaf and the Career Center at Carleton to facilitate workshops (2-4 per academic year), providing a forum for students to reflect on their community work experience and how it enhances their college experience and impacts personal and professional goals.  

· Gather feedback from site supervisors and students using various forms of evaluation, including surveys, to ensure effectiveness of program.

Manage administrative and procedural components of the Community-Based Work Study Program

· Work in collaboration with the financial aid offices on both campuses to standardize and complete mandatory institutional forms and documents for program eligibility.  Identify policy changes to enhance the program and work with financial aid to implement.

· Work with business/payroll offices on both campuses to review and administer policies relevant to CBWS payroll.  Manage time sheet collection and reporting.

· Advise and guide students as to their roles and responsibilities as participants of the program.  

· Implement new technology-based services/procedures as appropriate.  Identify and develop improvements to the CBWS website, facilitating effective and efficient dispersal of information through attention to structure and content, and enhancing interest in the program through creative additions, such as students’ stories of off-campus work experiences.

Contribute to the goals of both the ACT Center at Carleton and the offices of Financial Aid and Student Activities at St. Olaf College

· Collaborate with staff at both campuses when appropriate.

· Participate in weekly staff meetings and annual retreats as appropriate.

· Act as liaison between ACT and St. Olaf.

· Attend professional development workshops and conferences both on and off-campus.  

· Participate in community events related to ACT and service programs.

Minimum qualifications:

· Bachelors Degree in a related field 

· Understanding of and commitment to liberal arts education and to the role of experiential learning in a liberal arts environment

· At least one year of significant experience with educational programming and/or community work

· Clear evidence of program planning and implementation

· Excellent individual and group interpersonal communication skills; well-developed written communication and oral presentation skills

· Strong organizational skills and detail-orientation 

· Excellent time management skills; ability to prioritize multiple responsibilities

· Self-motivated and able to work independently 

· Able to adapt to changing work environments; flexibility 

·  Willing to work as a member of a team
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