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POSITION:
Into the Streets Coordinator

HOURS:
40 hours weekly for 14 weeks

WAGES:
$7.85/hour
DRESS:
casual, business casual for Community Partner visits 

PRIMARY SUPERVISOR:
 Administrative Assistant to the Agape Center
SPECIAL QUALIFCATIONS:

1. An outgoing, friendly personality and basic working knowledge of the Agapé Center & its programs, in order to assist in the front office when needed.

2. Organizational skills and the ability to work on several on-going projects at once.

3. Knowledge and experience with Microsoft Office Professional Suite (Word, Publisher, Excel, etc.) GroupWise, and the Internet.

4. Creative ability to promote the Agapé Center’s programs and opportunities, with emphasis on Local Community Service.

5. Moderate to advanced ability or ability to learn quickly to work with related technology systems (Banner, Discover, One Card System, databases)

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

7. An interest in service and interaction with the surrounding community.
8. Being a former Peer Group Leader is beneficial.
PRIMARY DUTIES:

1. Work directly with Local Community Service Director to coordinate Into the Streets service projects for First-Year Students.
2. Work with dining services, campus events, student programs and other offices on and off campus to plan logistics for Into the Streets.
3. Read the Common Reading to develop questions and tools for reflection on Into the Streets about their experience and service-learning for students. 
4. Communicate with local community partners inviting their participation and clarifying project details.

5. Manage the Into the Streets website.
6. Relate with faculty to encourage and facilitate details related to their participation in the day.

7. Relate needed information to Peer Group Leaders in a training session and on-going communication.

8. Participate in the logistics of the day. 
9. Update and maintain community partner database.

10. Act as office receptionist as needed.

11. Assist with other projects as assigned.










