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

	Position Title: Youth Empowerment-College Access Now (YEP-CAN) Program Coordinator- VISTA
	Reports to:  CSLCE Staff: YEP-CAN Program Director




Purpose of Position
· Develop program activities that will promote on-time graduation, and entry into a program of post-secondary education for low-income, at-risk high students participating in the Youth Empowerment-College Access Now Program
Key Responsibility Area: Program Coordinator Education/Academic Success
Specific Duties:

1. Participate in the research and development of 10-12 college access themed workshops and seminars for students (and parents) participating in the YEP-CAN program.
2. Developing materials for workshops and seminars including topics of professionalism and leadership training for TSU College Partner Mentors.
3. Develop a database of parents and community stakeholders to be contacted to form a committee that will engage in promoting the YEP-CAN project to the community.
4. Set up systems for recruiting and scheduling guest facilitators for workshops, sessions and meetings.
5. Research and set up at least 2 ACT College Preparatory test dates (1 per semester)
6. Develop and assemble all workshops, seminars and meeting sessions into a template and YEP-CAN Program Manual for future YEP-CAN program utilization.
7. Attend staff meetings and school meetings as requested.
8. Participate in all orientations, trainings related to YEP-CAN programming.
9. Participate with the development of an on-going recruitment strategy for both high school mentees and College Partner Mentors
Assignment Relationships
External:

10. Will engage with a variety of Metro Nashville Public Schools faculty, staff and other CSLCE community partners and non-profit agencies serving low-income individuals and families, underserved populations, and underachieving K-12 students.
11. Will interact with other CSLCE community partners to identify educational (or other needed) resources for participants in YEP-CAN program.
Internal:
12. Will engage with YEP-CAN staff in seeking funding support for YEP-CAN.
13. Will be supervised by project director.  Will provide and receive support from Graduate Assistants participating in the program and other VISTAs working on other programs in the CSLCE, including collaboration on training, inservice opportunities and community programming. 

Qualifications Required

14. Organizational skills and attention to details

15. Ability to work effectively with diverse populations

16. Interpersonal and communication skills

17. Ability to delegate tasks

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

19. Familiarity with issues of low income families

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