THE EVERGREEN STATE COLLEGE

POSITION DESCRIPTION

Draft 
Date:   


July 2, 2005

Position:  
Associate Coordinator, MPA Tribal Concentration, Graduate Program in Public Administration

Location:  

Lab I-3020

Organization:  

Office of Graduate Studies

Incumbent:  

Vacant

Position Number:
1899
Reports to:

Coordinator, Graduate Program in Public Administration

POSITION PURPOSE:

Under the direction of the MPA Coordinator and in collaboration with all MPA faculty and staff members, this position is responsible for developing and implementing strategies for student recruitment and retention, external relations, student advising and administrative oversight for the MPA concentration in tribal governance.
ESSENTIAL FUNCTIONS:

Student Recruitment and Retention:

· Develop and implement a recruitment strategy and marketing plan for prospective students.

· Develop targeted print and electronic recruitment publications in conjunction with other MPA publications

· Identify advertising outlets suitable for outreach efforts to prospective students

· Arrange for advertisements to be placed

· Arrange venues for recruitment activities

· Represent the Program at recruitment sessions, meetings and conferences 

· Manage the budget for outreach efforts
External Relations:

· Develop and maintain relationships with Tribes and local/state/federal/non-profit agencies to promote and enhance the program.

· Coordinate and support Advisory Board meetings, agenda and activities

· Coordinate public conferences, symposia and meetings

Student Services:

· Provide comprehensive financial aid advice to students

· Coordinate financial aide applications and awards 

· Coordinate registration and orientation sessions for new students 

· Counsel  students about internship, professional development and career opportunities

Administration:

· Maintain student records and verify accuracy with the Registrar and Institutional Offices

· Track student internship information

· Coordinate recruitment, admission and retention data with the Office of Institutional Research
· Manage program, administrative and associated financial aide budgets and prepare reports for the Coordinator
· Assist with the development of grant proposals and monitor expenditures if awarded.

· Support the faculty in the delivery of the academic program

KNOWLEDGE, SKILLS & ABILITIES:
1. Knowledge about higher education in general, and MPA programs/policies in particular.

2. Knowledge, skill and ability in student recruitment, academic and admission counseling, and the ability to remain current on applicable student counseling policy and procedures.

3. Skills in marketing, promotion, and public relations strategies.

4. Ability to work well with others-- faculty, Evergreen staff, current and prospective students, the public —and to collaborate as a member of a team. In particular, ability to collaborate and coordinate with other Associate Coordinator.

5. Ability to manage time effectively, to successfully complete multiple tasks with competing deadlines in a timely fashion, and to work with minimal supervision.

6. Excellent interpersonal and written communication skills.
7. Excellent public speaking and presentation skills.
8. Excellent organization and planning skills.
9. Knowledge of, and ability to work effectively with, culturally diverse communities and representatives and individuals from Native American communities, non-profit organizations, and government agencies.
10. Knowledge of and intermediate skill in using computer applications, specifically wordprocessing, database, and Internet-based communication applications.
CONDITIONS OF EMPLOYMENT:

1.  Ability to travel frequently, including overnight travel and occasional extended trips, to assist with student recruiting.

2.  Ability to occasionally work evening and weekends to assist with program events.
DESIRED QUALIFICATIONS AND EXPERIENCE:
1. Documented successful experience developing graduate/professional school admission and recruitment programs, including planning and conducting marketing, and public relations campaigns for college level academic programs.

2. Educational or professional experience in academic or admissions counseling, public administration, non-profit administration or related field.

3. Masters degree in public or business administration, Student Personnel Services or in the social sciences.

MINIMUM QUALIFICATIONS:
1. Baccalaureate degree.

2. 2 years of documented successful experience in, marketing and/or public relations, program development or closely related activities.
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