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POSITION:
Service Trips Participant 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. Handle all correspondence between the leadership staff and potential, current, or past participants.

2.  Publicity: Run all ST publicity for participant events.

3.   Responsible for updating and distributing applications, and setting application deadlines. 
4. Respond to participant phone calls and e-mails promptly and professionally.

5. Keep track of participant placement on the various trips and any additions or subtractions made to the roster(s).

6. Organize participant meeting before Fall, J-Term, Spring Break.

7. Organize participant meeting after Fall, J-Term, and Spring Break.  (Meeting after Spring Break may be an alternate chapel.)

8. Regularly gather assessment from volunteers to improve programming.

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

10. Participate in mandatory Agape Center trainings and events.
11. Keep detailed records of volunteers, participation, events, etc.

12. Meets weekly with Service Trips Teams.  

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

