Civic Engagement Office
Overbrook Elementary School Partnership Coordinator
Job Description
Overview:

The Overbrook Elementary School Partnership Coordinator will work with other Civic Engagement Office (CEO) student coordinators and staff to promote service, activism and advocacy among members of the Bryn Mawr community.  Specifically, this student coordinator will be responsible for acting as a liaison between the Bryn Mawr community and Overbrook Elementary School for the 2007-08 academic year.  

Overbrook Elementary is a Pre-K -4 public school in West Philadelphia. They are particularly distinguished by their Montessori Pre-K, K and 1st-2nd grade classrooms.   Over the past three years, this school has served as a field placement site for many Praxis students.    
Job Responsibilities:

This student coordinator position will be responsible for working with the CEO staff to support and develop our partnership with Overbrook Elementary School by:

1. Communicating with Principal Kathleen McCladdie on a regular basis (at least 3 times a semester), to identify current volunteer needs, consider placements for future Praxis courses, and to follow up on the progress of existing placements and partnership projects.

2. Developing materials and information about the school and about volunteer opportunities at the school; keeping materials up to date.

3. Assisting Praxis Coordinator in matching Praxis students with Overbrook teachers and projects.

4. Assisting in coordination of student transportation to Overbrook Elementary.

5. Getting to know the school by participating in teacher professional development days, by communicating with the BMC student volunteers/Praxis students, and by attending programs that BMC student volunteers are involved in. 
6. Attending monthly CEO Student Coordinator reflections/trainings and bi-weekly supervision meetings.
Qualifications/Requirements

The ideal candidate will be someone who already has a connection with Overbrook Elementary School.  However, we will consider other candidates, particularly candidates who have volunteered at another school as a student at BMC.  

Must be available 6-8 hours per week for the 2007-08 academic year.
Preference will be given to applicants who have cars, are be BMC van certified or willing to become certified.
Candidate should have taken at least one Education course while at Bryn Mawr College.

Candidate must share our partnership philosophy –that the relationship is based on reciprocal sharing of assets/resources.
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Overbrook Elementary School Partnership Coordinator—Job Application

Your completed application is due in the Civic Engagement Office (please do not send applications through campus mail) no later than 5:00 pm on Friday, May 4th.

Name:  ______________________________________________ Email:  __________________

Major:  ____________________________________________  Class:  ____________________

Campus Phone:  _____________  Cell Phone:  __________________________  Box #:_______

Home Address:  ________________________________________________________________

Home Phone:  __________________________________________________________________

Are you eligible for work-study?   _____ Yes       _____  No

Are you certified to drive a Bryn Mawr College van?  _____  Yes      _____ No

If not, would you be willing to become a certified van driver?  _____  Yes     _____ No

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? 

2. Please describe any experiences you have had as a volunteer or Praxis student at Overbrook Elementary School.   Why are you interested in helping to build the partnership with Overbrook Elementary School?

3. If you haven’t been involved at Overbrook Elementary School, please describe your experience as a volunteer, tutor, or Praxis student in a different school setting.

4. Please list the courses you have taken through the Education department at Bryn Mawr.

5. Bryn Mawr and Overbrook Elementary characterize their relationship as a “partnership.”  What do you think are the most important characteristics of a campus-community partnership?

6. What particular skills or talents do you have that would make you effective in this position?

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

8. 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.

