Civic Engagement Office

Outreach and Service Coordinator
Job Description

Overview

The Outreach and Service Coordinator will work with other Civic Engagement Office (CEO) student coordinators and staff to promote involvement in service, activism and advocacy among members of the Bryn Mawr community.  Specifically, this student coordinator will be responsible for outreach to students who have had little involvement in service activities and for facilitating their connection to appropriate resources, events, and programs.  The Outreach and Service Coordinator will coordinate outreach activities; serve as a liaison between the CEO and students/student groups; and organize events and programs designed to encourage civic engagement among students who are new to community involvement.

Job Responsibilities

The Outreach and Service Coordinator will:

· Coordinate CEO participation in admissions events and activities fairs for current students
· Plan and implement CEO orientations for incoming first-year students

· Coordinate 4 off-campus and 1-2 on-campus service events each semester
· Assist in the development of student-staff service opportunities
· Collaborate with other CEO student coordinators and campus groups to help publicize service opportunities to students who are new to community involvement
· Assist with coordination of the Roberts Elementary Lunch Buddies Program

· Work with other student coordinators and staff to develop models for promoting deeper and more sustained engagement among students
· Attend bi-weekly supervision meetings and monthly trainings

· Work 8-10 hours per week and receive $8.35 per hour for her work

Qualifications

The ideal candidate will have previous involvement in service, activism or advocacy (preferably through the Civic Engagement Office); possess strong communication and interpersonal skills; be self-directed and highly motivated; demonstrate an understanding of and commitment to issues of diversity; and possess facilitation and program planning abilities.  The candidate also will show openness and responsiveness to student interests and ideas, as well as a desire to collaborate with and learn from other students, staff, and community partners.  The candidate should demonstrate an understanding of the philosophy behind civic engagement with the goal of promoting social justice.
In reviewing applications, we will consider students’ willingness to become certified to drive a Bryn Mawr College van as well as their ability to make a two-year commitment to the Civic Engagement Office. 
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Application

Your completed application is due in the Civic Engagement Office no later than 5:00 PM on Monday, April 30, 2007.  (Please do not send through campus mail).
Name: _______________________________________   E-mail:________________________

Major: ________________________________________  Class: _________________________

Campus Phone: ____________ Cell Phone: ______________________ Box #: ____________ 

Home Address: ________________________________________________________________ 
Home Phone: ______________________

Are you eligible for work-study?  Y   N

Are you certified or willing to become certified to drive a College van? _______________________
Aside from academic work, what other commitments do you anticipate having next year? ________

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

Please answer the following questions on a separate sheet of paper (preferably typed):
1) Why are you interested in working for the Civic Engagement Office?  What about the Outreach and Service Coordinator position specifically interests you?

2) Please describe your past service and activism experience, both on- and off-campus.  Be sure to include the name of the organization or group; your responsibilities (including leadership experience); dates of involvement; and weekly time commitment.

3) Please describe a service or activism experience that was especially meaningful to you.  What did you learn from this experience?  How might these lessons inform your work with the CEO?

4) The CEO provides ongoing training and supervision to its coordinators.  What skills would you like to learn and in what ways would you hope to grow through this position?

5) Please provide one adult reference (e.g., professor, dean, or work supervisor) and one peer reference, indicating your relationship to the person, their phone number, and their email address.

6) Feel free to tell us about any additional talents, abilities or interests that might enrich the CEO.
