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POSITION:
Service Trip Agency Coordinator



HOURS:        5 hour/week. Flexible, to be between student and supervisor
     

WAGES:       $7.25/hour  

DRESS:        Business casual, which could be jeans “dressed up.” There may be

                      occasions for a more professional look.


PRIMARY SUPERVISOR:
  Program Manager

SECONDARY SUPERVISOR:  Service Trips Director
SPECIAL QUALIFICATIONS:

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

· Detail-oriented 
· Ability to be a ‘team player’
· Effective interpersonal communications skills 
· A workable knowledge Microsoft Word (Microsoft Excel and Publisher helpful, but not required)

· Creativity for group sessions and campus mailings
PRIMARY DUTIES:
1. Develop and maintain agency files, updating as necessary.

2. Contact agencies and establish self as agency contact person.

3. Remain in contact with the agencies throughout the year.

4. Follow up with Agencies after each trip getting detailed feedback on trips.

5. For each break, provide the service trips staff with a detailed list of potential agencies.

6. Compile evaluative comments from participants and leaders to add to agency files.

7. Coordinate the trip experience with each agency.

8. Provide each leader with appropriate agency information (contact information, description, etc.).
9. Regularly gather assessment from Community Partners to improve programming.

10. Collaborate with faculty members, Resident Life, and other organizations on-campus and within the Agape Center when appropriate.

11. Participate in mandatory Agape Center trainings and events.

12. Keep detailed records of volunteers, participation, events, etc.

13. Meets weekly with Service Trips Teams.  

14. Meets regularly with supervisor(s) to update them on progress.  

