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POSITION:
HRA Agency Coordinator

HOURS:
5 hours/week for 15 weeks/semester
WAGES:
$7.85/hr.
DRESS:
Casual, business casual for Community Partner visits and receptions

PRIMARY SUPERVISOR:
 Interim Program Manager

SECONDARY SUPERVISOR:  HRA Student Director

SPECIAL QUALIFICATIONS:

· Organizational skills and the ability to work on several on-going projects at the same time

· An outgoing and friendly personality

· Detail-oriented 

· Ability to be a ‘team player,’ while still being a self-starter/motivator

· Good communications skills in person, over the phone, and written 
· Keep up with current events, as they relate to human rights issues
PRIMARY DUTIES:

1. Work with HRA Director and Agency Coordinator closely.

a. Meet monthly with HRA Campus Team (Justice League- including IJM, Invisible Children, SoJo House, etc).

b. Meet as needed with supervisor.

c. Meet with Director and Agency Coordinator weekly.  
d. Meet with charter orgs (IJM, Invisible Children, etc.) bi-weekly early in semester and monthly afterwards, and as needed.  
2. Work with parent organizations (FH, IJM, World Vision, etc) to develop goals and areas of importance for the academic year.  

a. Stay in regular communication with each agency contact by phone and/or e-mail.

b. Plan out the semester events with the Director early on, creating a schedule of which chapels will occur at which time.  

c. Work with charter orgs to figure out their plan for each semester. 

3. Work with Events Coordinator to coordinate the planning of events.   

4. Recruit and organize volunteers for HRA events.

a. Recruit volunteers– primarily at Ice Cream Social (fall) and Cookies, Cocoa, & Community Service (spring), and through additional means if necessary.

5. Oversee segment of HRA budget.

a. Budget for programming based on previous semesters.

b. Monitor expenses throughout semester.

c. Exhibit good stewardship by spending all money allocated wisely. 
d. Work with on-campus groups to figure out what financial needs they will have in the semester.  
6. Regularly gather assessment from volunteers and partner organizations to improve programming.

7. Collaborate with faculty members, Residence Life, and other organizations on-campus and within the Agape Center when appropriate.
8. Think out of creative and outside of the box ways to increase student body knowledge of human rights issues
“The Agape Center cultivates experiences with community partners to prepare individuals for lifelong service.”


