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POSITION:
HRA Events Coordinator
HOURS:
Average of 5 hours weekly for 15 weeks

WAGES:
Volunteer
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 

PRIMARY DUTIES:

1. Work with HRA Director and Agency Coordinator closely.
a. Meet weekly with HRA team.

b. Meet as needed with supervisor.

c. Meet with Director and Agency Coordinator as needed

d. Meet with charter orgs (IJM, Invisible Children, etc.) as needed for planning.  

2. Focus for this position will involve the preparation, organization, and logistical planning of HRA events.

a. Plan HRA events by filling out appropriate forms and necessary.  This includes, but not limited to: 

· making necessary reservations for rooms and facilities on campus

· preparing and getting approved necessary permissions for events and chapels (includes work with Campus Events, College Ministries and other campus departments) 

· Preparing publicity and advertising which includes the creation of posters, the sending out of mass emails, hanging and displaying of posters, marquees and other advertising materials (may include radio, TV ad, etc coordination) 

· Assuring all other necessary logistics are taken care of such as the reservation of vehicles, the coordination of volunteers and the overall coordination of logistical elements of any given event.

b. Work toward, in partnership with other HRA leadership, to creating sustainable, successful, well-attended, well-publicized events that may be in the form of chapels, awareness forums or panels, fundraisers, activism opportunities, or small group organized discussions/Bible studies.  

3. 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.
4. 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. 

5. Regularly gather assessment from volunteers and partner organizations to improve programming.
6. Collaborate with faculty members, Resident Life, and other organizations on-campus and within the Agape Center when appropriate.
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