COLLEGE OF CENTRAL FLORIDA
JOB DESCRIPTION

JOB TITLE:
COORDINATOR - College Reach-Out Program 
PAY GRADE:
P-10
OVERTIME STATUS:
EXEMPT

MAJOR RESPONSIBILITY:

To develop, implement, supervise and evaluate the College Reach-Out Program (CROP).

PREREQUISITES FOR POSITION (Qualification Standards):

I.
Education or training: Minimum of Bachelor’s degree in a field relative to human relations and/or student services required.

2.
Years of experience in field: Three years of progressively more responsible experience with demonstrative specialization with elementary and high school students preferred.
3.
Special skills or abilities related to position: Ability to work with disadvantaged at risk populations and assist in grant writing.  Knowledge of the college mission, and of goals and objectives in meeting that mission.

ESSENTIAL JOB FUNCTIONS:
1.
Develop and disseminate promotional literature to inform community of CROP services.
2.
Participation in special events designed to provide institutional access information to prospective students.  
3.
Respond to inquiries about the program as assigned by Director.

4.
Gather, coordinate and prepare CROP grand data and application materials for the Mid-Florida Consortium grant proposal preparation and submission to the Department of Education Bureau of School improvement.
5.
Chaperone duties on all outings and activities requiring such.

6.
Arrange off-campus activities, including bringing resource persons to campus.

7.
Monitor Outreach student progress during academic year and keep records of same for the interim and final evaluation report.

8.
Assist in preparation of all reports required by the Department of Education Bureau of School Improvement.
9.
Order materials and supplies needed for the operation and maintenance of the program.

10.
Monitor and maintain CROP budget.

11.
Hire and supervise CROP instructional and support staff.

12.
Collect and organize data from teacher, including lesson plans.
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ESSENTIAL JOB FUNCTIONS (Continued):

13.
Plan and organize on-going activities for program, i.e., post-program, evaluations and remedial needs.

14.
Work flexible schedule.

15.
Assist Director as needed.
(These essential job functions are not to be construed as a complete statement of all duties performed.  Employees will be required to perform other job related marginal duties as required.)

ESSENTIAL PHYSICAL SKILLS:
· Acceptable eyesight (with or without correction).

· Acceptable hearing (with or without hearing aid).

· Ability to communicate both orally and in writing.

· Driving.

ENVIRONMENTAL CONDITIONS:
· Works inside in an office environment.

(Reasonable accommodations will be made for otherwise qualified individuals with a disability.)

PRIMARY LOCATION OF JOB:
Hampton Center

SUPERVISOR OF POSITION:
Center Director, Hampton
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