CEDAR CREST COLLEGE

POSITION TITLE:

PACC-VISTA Community Service Coordinator

DIVISION:


Student Affairs

DEPARTMENT:

Lutz Center for Community Service

REPORTS TO:

Director of Community Service Programs

Academic Year:
2009-2010

POSITION SUMMARY:

The PACC-VISTA Community Service Coordinator is a 12-month, full time, live-in position in the Student Affairs Division.  Primary responsibilities include the planning and implementation of programs that address the needs of low-income communities in the Lehigh Valley, and promoting volunteer opportunities for the students of the college community.  Cedar Crest College is a private, women’s college in Allentown, PA.


DUTIES AND RESPONSIBILITIES:
ESSENTIAL JOB FUNCTIONS
A.
Service Component

1. Recruit, train, and support America Reads tutors

2. Mentor tutors and review lesson plans and journals to measure the success rates of tutoring efforts

3. Serve as liaison between Allentown School District and Cedar Crest College Lutz Center for Community Service

4. Supervise Community Service Coordinators working with children of low income families

5. Create mentoring programs linking students, faculty and staff with the Allentown School District

6. Evaluate success rates of student volunteer efforts

7. Assess current partnerships, programs and volunteer needs that Cedar Crest College has with local community agencies

8. Serve as a liaison between area agencies and Cedar Crest College Lutz Center for Community Service
B. Attend Student Affairs Division staff meetings
C. Other duties assigned by the Director of Community Service Programs 

MARGINAL JOB FUNCTIONS:
1. Service-Learning Component

a. Assist with classroom and site orientations

b. Assist with site evaluations

c. Provide support for service-learning initiatives as assigned by the Director
2. Assist with planning Alternative Spring Break
3. Assist with National Volunteer Week and National Hunger and Homelessness Awareness Week activities
QUALIFICATIONS/REQUIREMENTS:

1.
Education and Training
Experience and interest in community service, Bachelor’s degree required.
2.
Knowledge/Skills/Abilities
Individuals must possess the following knowledge, skills and abilities, or be able to explain and demonstrate that the individual can perform the essential functions of the job with or without reasonable accommodation, using some other combination of skills and abilities:

A)
Ability to communicate orally and in writing, using the English language.

B)
Ability to facilitate training workshops on variety of topics.

C)
Ability/willingness to work extended hours on evenings and weekends.

D)
Ability to use a computer, keyboard and printer to produce printed materials as necessary.
3.
Physical Requirements and Working Conditions
A)
Ability to work extended hours on evenings and weekends.

B)
Ability to communicate clearly and effectively both orally and in written correspondence.

C)
Ability to work under pressure in a very fast paced environment.

D)
Ability to drive.

E)
Ability to walk several flights of stairs, and/or attend meetings in other buildings located on or off-campus.

F)
Ability and willingness to travel off-campus to attend meetings and visit agencies.
4.
Complexity
Individual requires the ability to balance their time effectively and efficiently between projects and programs needing assistance.  Ability to work autonomously.

COMPENSATION:


· Furnished room and board

· Monthly allowance of approximately $865 (CNCS pays this cost)

· Health insurance coverage (CNCS pays this cost)

· $4,725 education award or $1,200 cash stipend (member’s choice) upon completion of term of service

