[image: image1.png]COMMUNITY OUTREACH PROGRAM




Job Description for 2005-2006 Director

The Director of the Community Outreach Program is responsible for overseeing, maintaining and administering the program and a staff of interns.  This position is awarded in the spring before the upcoming year and responsibilities of the Director include the following:

· Solicit community service agencies and develop intern placement sites.

· Meet with agencies in Wyandotte County to establish an initial relationship.

· Arrange a meeting with the Director of the United Way Volunteer Center to maintain a good relationship with the local volunteer corps.  Meet with appropriate campus resources to learn of volunteer opportunities.
· Recruit and evaluate applicants for internships from students in the Schools of Allied Health, Nursing, and Graduate Studies.

· Revise and distribute informational handbooks for interns and agencies.

· Organize an informational retreat for incoming interns.

· Help facilitate communication between agencies and interns to ensure good experiences by all parties.

· Maintain personal contact with interns throughout their internship.

· Arrange monthly group projects for interns and help intern groups organize monthly projects.  

· Organize a celebratory social culmination to the COP.

· Evaluate intern participation, COP efficacy and progress towards program goals after each semester.  Deal with any problems that arise with agencies or intern obligations.
· Organize and execute COP showcase at the end of the spring semester.

· Serve on a committee to select Director for the next year and work to ensure program continuity.

· Ensure compliance of Federal Work Study Literacy Program.
· Look for further opportunities to improve intern volunteering experience and to benefit the program.
Revised 3/24/11

2011-2012 Student Director Application
Personal Information

Name:
Address:


Home Phone: 


 

Work Phone: 
School:


  
Degree Program:



G.P.A.:

E-Mail Address:_____________________________________________

Previous Work Experience

Company Name:


Address:

Supervisor’s Name:



     

May we contact them?   Yes ___   No ___

Phone
:


     

Employment Dates:  from__________ to_________

Brief job description: 


Company Name:


Address:

Supervisor’s Name:



     

May we contact them?   Yes ___   No ___

Phone
:


     

Employment Dates:  from__________ to_________

Brief job description: 


List any Volunteer or Community Service experience:

Additional Requirements:

1. Attach 2 letters of recommendation from individuals who can comment regarding your volunteer or leadership abilities.

2. Answer the following three (2.1 – 2.3) essay questions on a separate piece of paper.  Please limit to three paragraphs maximum for each.  
2.1. Describe the benefits that you might expect to gain from the Student Director position with the Community Outreach Program.

2.2. Describe any previous work or volunteer experience you have that will contribute to your role as a Student Director.
2.3. What types of skills and personality traits do you possess that will make you an effective leader and Student Director?
3. Below are issues the Student Director may face. We ask that you consider these questions before your interview.  Answers in your application are not required.
· Groups, especially volunteer groups, face two important challenges: (a) effective communication and (b) honoring commitments. Think about how you would, as Student Director, ensure that Interns communicate effectively among themselves and with you. 
· COP Interns make a formal, signed commitment for pre-scheduled participation. Even so, the Student Director faces requests for exceptions to this commitment. Realizing that program success rests on honoring commitments, what would be your approach to handling requests for exceptions? Examples would help your answers.
I verify that all information contained in this application is true to the best of my knowledge and I have represented my own ideas honestly in all answers.  I also give permission to the Community Outreach Program advisor to verify my academic standing.

________________________________________________________________
   Date:_____________

(Signature)
***Please return to Fonda Briles in 3001 Student Center by 4:00pm on Monday, April 18, 2011***
