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	Date: August 5, 2016
	Organization: Tennessee State University – Center for Service Learning & Civic Engagement (CSLCE)

	Position Title: Community Service Scholar Program Coordinator - VISTA
	Reports to:  CSLCE Staff




Purpose of Position
· Develop a Community Service Scholar Program (CSSP) including requirements for participation, application, and workshops for undergraduate participants. 
· Recruitment of CSSP participants.

· Match students to a community-based project addressing various issues related to poverty (e.g., homelessness, hunger, resume writing).
Key Responsibility Area: Program Development and Management 
Specific Duties:

1. Develop requirements for CSSP participation including an online application process.

2. Develop materials for workshops and seminars including topics of professionalism and leadership training for CSSP participants.
3. In conjunction with project staff will recruit and train identified CSSP participants. Provide ongoing support and quarterly inservice training for the CSSP participants.
4. Develop evaluation tools for assessing the success of the CSSP efforts.

5. Utilize evaluation from program participants, staff and community partners on the program management practices.

6. With project and community partner staff, develop and record CSSP hours, type service, and specific practices for the CSSP.

7. Attend staff meetings and other community partners meetings as requested.
8. Participate in training related to volunteer manage​ment.

Assignment Relationships
External:

9. Will collaborate with a variety of CSLCE community partners to match TSU Community Service Scholars with non-profit agencies serving low-income individuals and families, underserved populations, and underachieving K-12 students.
10. Will collaborate  with CSLCE community partners to identify the best CSSP student to match to needs of individual partners.

Internal:
11. Will engage with CSLCE staff to develop skills and set goals for position.

12. Will be supervised by CSCLE Director.  Will receive support from GAs participating on the project and other VISTAs working on other programs in the CSLCE, including collaboration on training, inservice opportunities and community programming. 

Qualifications Required

13. Organizational skills and attention to details

14. Ability to work effectively with diverse populations

15. Interpersonal and communication skills

16. Ability to manage others and delegate tasks

17. Ability to work effectively both independently and as part of a team

18. Familiarity with issues of low income families

19. Bachelor’s Degree minimum 
Hours per Week: 40
