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SUTA-MAP 2011 College Program Coordinator Job Description
The College Program Coordinator is responsible for the college-focus events and the smooth operation of the SUTA-MAP middle school summer math program at three to four school district sites.   

Essential Duties and Responsibilities:

· The SUTA-MAP College Coordinators will be in charge of the college-going focus for 3-4 School Districts’ SUTA MAP programs
· Present at Professional Development Day: the College-Going Emphasis
· Organize and be emcee for College Information Night for 3-4 Districts
· College 101 Overview
· Find parent to speak, define topic, etc.

· Organize College Student panel

· Order and make sure food is delivered, set up

· Determine that facilities needs are set: room set-up, AV support

· Arrange for college information handouts

· Create promotional flyers in Spanish/English for students to take home

· Ensure that the Teachers and TAs work with Students to encourage participation

· Organize and be emcee for final Celebration Night
· Organize exhibition 

· Organize speakers (roles, timing, etc.)

· Work with student speakers and teachers

· Order and make sure food is delivered, set up

· Determine that facilities needs are set: room set-up, AV support

· Create promotional flyers in Spanish/English for students to take home

· Ensure that the Teachers and TAs work with Students to encourage participation

· Organize College tours

· Get college admissions office /tour office by in, schedule tour

· Schedule day/time/flow with breaking students into groups led by college students

· Work with district to schedule buses

· Get parent signatures for field trips (forms in English and Spanish)

· Order and get food delivered inexpensively

· Ensure that the Teachers and TAs work with Students to encourage participation

Qualifications/Background:
· College graduate

· Speaks and writes Spanish and English fluently

· Good organizational skills/attention to detail

· Able to speak well in front of a group, in emcee role

· Prefer first generation to college

· Hispanic preferred

· Experience working with first generation students, especially around the college-going issues

· Has access to reliable car transportation – the program involves driving to visit school sites scattered across Santa Clara County

Time Commitment:

The Program Coordinator responsibilities begin May 2011 and continue until August 6th, 2011.   During the SUTA-MAP program (June 21st-Aug 6th), the Coordinator will work about 20 hours/week.    The Coordinator will participate in planning meetings during the six weeks before the program.

Compensation:

One time management fee of $xxx to be invoiced at the end of July.  Exact compensation will be based on experience and skills of the candidate.  

Reporting:

The SUTA-MAP Program Coordinator will report to the Program Manager, ALearn.

More specific information on the time commitment:

Before Program Start (Before June 15th):  Participate in four 2-hour planning meetings.  Make arrangements with local universities to host college campus visit.   Secure participants for evening events.   Prepare training and orientation materials for the Teachers and Teaching Assistants.

June 7 – August 6th:  Professional Development, 19-day SUTA-MAP student program, End program assessment

· Provide program oversight and problem resolution at for SUTA-MAP classes at three to four school districts

· Program Professional Development:   Attend general info session (4 hours);  Give training (present and attend half day)    The Coordinator will participate in two sessions of Professional Development.

· Host and emcee the College Information Night.   Secure “College 101” presenter, college student and parent speakers.

· Organize and lead the college campus tour

· Host and emcee the end Program Celebration Night.  Secure speakers.

· Participate in afternoon Teaching Assistant collaboration meetings

· Oversee Teaching Assistants in the assessment data capture process throughout the program

Total # Hours:  About 140 Hours.
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