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POSITION:
Plunge Day Coordinator

HOURS:
5 hours weekly for 30 weeks 

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

PRIMARY SUPERVISOR:
 Administrative Assistant to the Agapé Center
SPECIAL QUALIFICATIONS:

1. Superb organizational skills and attention to detail.

2. Leadership skills to recruit team members and delegate tasks.
3. Ability to be a self-starter, working consistently without constant supervision.
4. Ability to effectively manage multiple tasks at once.

5. Flexibility to adjust to changes in work-flow.
6. Knowledge and experience with Microsoft Office Professional Suite (Word, Publisher, Excel, etc.), GroupWise, and the Internet.
7. Experience and/or skills in creating publicity materials.

8. Experience with databases and related technology systems or ability to learn quickly.

9. An interest in service and some knowledge of or experience in the local community.

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

PRIMARY DUTIES:

1. Coordinate all planning for service “plunge days” (MLK Day in January and Service Day in April) under the direction of advisor.
2. Work with advisor to solidify planning timeline.

3. Work with advisor to create and monitor budget.

4. Recruit fellow students to serve as part of the planning team.
5. Delegate specific tasks to students on the planning team, and closely monitor progress.
6. Work with Publications Coordinator to update and manage plunge day webpages on Agape Center website.

7. Oversee invitations for off-campus Community Partners to register as service sites (via phone calls, e-mails, or letters).

8. Facilitate the process of Community Partner registration, field questions, and communicate with Community Partners prior to the day.
9. Update and maintain community partner database.

10. Craft publicity materials and implement plan for advertising across campus.

11. Oversee on-line registration process for students and employees.

12. Manage master spreadsheet, assigning participants to service sites and vehicles.

13. Identify and equip drivers/team leaders, and oversee vehicle logistics.

14. Coordinate details for lunch with caterer and/or Dining Services.

15. Oversee logistics on plunge days and act as the point person for Community Partners and participants.

16. Prepare thoughtful assessment mechanisms to implement after plunge days.

17. Act as office receptionist as needed, greeting guests of the Agapé Center warmly and offer them assistance.
18. Complete other tasks as assigned.

.
ADDITIONAL NOTES:

1. Work conditions and time commitment will vary throughout the year – concentrated time will be required in November, December, and January for MLK Day and in February, March, and April for Service Day.
2. Preference will be given to students who can work through the fall semester on MLK Day and the spring semester on Service Day. 

