
Position Description

POSITION TITLE: 

Acting Director Educational Talent Search (ETS)

REPORTS TO:

Associate Dean for the Social Sciences

PRIMARY FUNCTION:
The Acting Director is responsible for the overall administration of ETS ensuring compliance with all federal rules and college and Target School policies. The Acting Director recruits and supervises professional staff and provides leadership for student programming. The Acting Director is responsible for designing the budget; expending program funds; providing direct service to participants; and maintaining liaison with the U.S. Department of Education, St. Olaf College, community leaders and Target School personnel.

Duties and Responsibilities

1)  Budget 

· Negotiate/manage budget according to all applicable federal, college and external funding regulations
2)  Supervision 

· Recruit, hire, train and supervise full-time and part-time program staff

· Organize and implement staff development and staff training

· Conduct performance evaluations for each staff member

· Supervise student recruitment and services designed to meet funded objectives 
3)  Program Management/Administration 

· Administer all aspects of the program in compliance with federal regulations and college policies

· Monitor data collection, database management, record keeping and program evaluations

· Prepare performance reports and required data for U.S. Department of Education and St. Olaf College
4)  Internal/External Public Relations 

· Maintain liaison with U.S. Department of Education, St. Olaf College, Target Schools/ communities

· Participate in committee work at St. Olaf College, in the community, in the Target Schools and with TRiO professional organizations (MNTRiO, MAEOPP, etc.)

· Maintain relationships with students, parents, mentors (college students and/or alumni), school personnel, community agencies, government personnel and the St. Olaf community

· Serve on College committees and task forces that impact the TRiO/GEAR UP programs

5) Program Design/Development/Evaluation 

· Plan, coordinate, and execute all program services and activities in coordination with target schools and appropriate college and community offices

· Design and develop program components, guide services and curriculum development and maintain progress towards successful completion of program objectives

· Set policy, student performance and discipline guidelines

· Conduct formative evaluation and summative evaluation to guide program improvements 

· Provide direct college preparatory services to program participants

Required Qualifications
· Masters Degree in Educational Admin., Counseling, Education, Student Services or related field

· Minimum of 5 years of counseling or teaching experience with TRiO/GEAR UP or similar program

· Ability to coordinate preparation of reports and budgets

· Demonstrated competency with technology and data management

· Experience in Target Schools and Target Area

· Ability to recruit, hire, train, and supervise full-time and part-time staff

· Experience supervising full-time professional staff

· Experience with budgets and fiscal management

· Expertise in program design and decision making regarding service delivery

· Expertise in program leadership and maintaining effective relationships with school personnel, program officers, evaluators, parents, students and community professionals

· Excellent oral and written communication skills

Additional Preferred Qualifications
· Personal background similar to that of students to be served

· Teaching license
WORKING ENVIRONMENT:
Office environment, with some events at off-campus locations. 
WORK SCHEDULE:
Full time – 1.0 FTE

APPROVAL:                                                
Dan Hofrenning, Heather Campbell
DATE:




August 2011

