Coordinator Job Description

St. Olaf College Educational Talent Search


The Educational Talent Search Coordinator is responsible for curriculum and program design, student assessment and evaluation, public relations and liaison, coordination of data collection and management, assisting with staff supervision and program design, and directing the Young Investigators Program.  The coordinator is supervised by the Educational Talent Search Director.  

Duties and Responsibilities:

1)  Service Delivery 
· Design, coordinate, and implement student service delivery to participants at two schools

· Coordinate programming in areas such as educational opportunities, financial aid, career exploration, motivation and self-awareness through workshops, individual counseling and classroom presentation

· Insure that required number of participants are served at each target school

· Provide guidance on liability issues and program development at two schools

· Supervise implementation of experiential/educational activities for students and parents (insure safety and quality)
2)  Supervision 

· Train and provide on-site supervision of professional staff including Advisor I, tutorial staff, program interns, student workers, and volunteers

· Provide feedback and performance assessment to Advisor I, tutorial staff, program interns, student workers, and volunteers

· Provide training for advisors in areas such as postsecondary preparation, financial aid and college selection, academic preparation, etc.

· Lead and coordinate team meetings

3)  Program Management / Administration 

· Ensure that all objectives are met in a timely and cost-effective manner

· Manage Young Investigators Program and Travelers budgets

· Direct Young Investigators Program including hiring and supervising staff, recruiting participants, fiscal management, program evaluation, and coordination with St. Olaf departments.

· Assist Director with fiscal management

· Assist Director with planning and program development

· Responsible for decision-making in the director’s absence

4)  Internal / External Public Relations 

· Develop and maintain collaborative relationships with students, parents, school, community, and partner personnel

· Coordinate academic program and on-site communication with teachers, principals, counselors, and other key staff at two schools

· Provide liaison between St. Olaf College students, mentors, tutors from other post secondary institutions, program participants, teachers, and administrators

· Attendance at community events, forums, colloquiums, and other events that relate to the goals and objectives of the program

· Participate in target school faculty meetings, site council and/or other relevant meetings

5)  Program Design / Development / Evaluation 

· Guide services and curriculum development to insure that objectives are met

· Create programmatic policies and procedures

· Complete required reports and host site visits 
Required Qualifications:

· Master’s Degree in education, counseling or related area 

· Minimum 5-7 years experience providing services for TRiO-eligible students, multicultural populations or under-prepared students

· Experience supervising full-time professional staff

· Demonstrated ability to establish and maintain effective relationships with school personnel, program officers, evaluators, parents, students and community professionals

· Experience coordinating tutoring, mentoring, and after-school activities

· Expertise in curriculum development 

· Excellent oral and written communication skills

· Demonstrated competency with technology, internet, software, etc.

· Demonstrated competency with record-keeping, documentation and data management

· Ability to teach service delivery skills to advisors and assistants

· Expertise in program design and decision making regarding participant service delivery and liability

· Ability to provide leadership and coordination of day-to-day programming

· Ability to make decisions regarding budgeting and financial planning

Additional Preferred Qualification:

· Personal background similar to that of students to be served
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