WVSU Research and Development Corporation

Gus R. Douglass Land-Grant Institute

Job Description

Program Coordinator, Transitional Living Program 

Job Summary

The Program Coordinator for the Transitional Living Program at West Virginia State University (WVSU) is responsible for contributing to the Family and Consumer Sciences (FCS) Program Area by developing, implementing and assessing educational programs and services provided to residents of the HOUSE and Phase II Transitional Living programs.

Working in collaboration with other WVSU Extension personnel, the Program Coordinator will contribute to high-impact educational programs and publications in the areas of educational attainment, financial education, life skills development, parenting education, and/or teen pregnancy prevention for residents of the HOUSE and Phase II Transitional Living programs.  The Program Coordinator will also be expected to deliver timely, research-based information and programs to our diverse clientele and stakeholders.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

Educational Program Development and Delivery (40%)                                

Program Reporting and Fiscal Management (25%)

Administrative (25%)

Technical Assistance (5%)

Other Responsibilities as Assigned (5%)

Description of Essential Duties

Educational Program Development and Delivery (40%)

· Plan, develop, implement, and assess FCS programs, curriculums, and products. 

· Actively participate in the program delivery process for university stakeholders and residents of the HOUSE and Phase II Transitional Living programs. 

· Keep abreast of scientific and applied research on pertinent areas of human development.

· Participate in research projects to promote improved FCS programs for the citizenry of West Virginia.

· Support and participate in exhibitions, such as fairs and festivals, throughout West Virginia to provide opportunity for informal interaction with and education of the citizenry of the state.

· Work collaboratively with WVSU Extension staff to participate in interdisciplinary programs, including programs with West Virginia University Extension Service, as well as, external agency and university partners. 

Program Reporting and Fiscal Management (25%)

· Proactively seek and identify appropriate extramural funding for FCS programs.

· Direct and coordinate individual budgets for the position inclusive of monitoring of grant funds obtained and expended and meeting any requisite reporting requirements.

· Collaborate with WVSU Extension personnel, as well as local, state, and federal agencies, in order to expand program resources both within the FCS discipline and in interdisciplinary programming.

· Maintain accurate records on program activities, participants, volunteers, and evaluations in accordance with WVSU Gus R. Douglass Land-Grant Institute policy.

Administration (25%)

· Serve as the primary recruiter of residents for HOUSE and Phase II programs with the expectation that each program shall strive to serve maximum numbers of students allowable given programmatic, fiscal and space restrictions.

· Serve as the immediate supervisor of resident advisors and other service providers relative to programming for residents of the HOUSE and Phase II Transitional Living programs inclusive of recruitment, selection, placement, evaluation, and corrective administration.  

· Proactively engage on-campus staff and faculty in the delivery of quality educational programs and services related to transitional living programs.  Primary concentrations should be given to Admissions, Student Affairs, Residence Life, Collegiate Support and Counseling, and Student Support Services.

· Work with staff to identify development needs of residents and develop a plan to meet those needs.

· Actively seek opportunities to engage residents in Student Life activities to promote well-rounded development
Technical Assistance (5%)

· Organize, participate in, and evaluate community-based training and meetings.

· Provide technical assistance to other Extension staff in areas of expertise related to FCS.

· Provide consultation, technical assistance, and education to a diverse audience of stakeholders.

· Represent West Virginia State University Extension with appropriate individuals, agencies, and
 organizations on a state, regional, national, and international basis. 

Other Responsibilities as Assigned (5%)

· Conduct activities to foster a positive public image of West Virginia State University Extension,


 The Gus R. Douglass Land-Grant Institute, and West Virginia State University, an 1890


 Land-Grant Institution. 

· Share leadership in Extension's commitment to employ from and program for the diversity represented in West Virginia's population. 

· Other duties as assigned.

Supervisory Responsibilities                




This position is primarily responsible for supervision of Resident Assistants, student workers and any contracted service providers for the transitional living program of WVSU Extension.

Competencies                   




To perform the job successfully, an individual should demonstrate the following competencies :

Professionalism - Approaches others in a tactful manner; Reacts well under pressure; Treats others with respect and consideration regardless of their status or position; Accepts responsibility for own actions; Follows through on commitments.

Leadership - Accepts feedback from others; Gives appropriate recognition to others.

Ethics - Treats people with respect; Keeps commitments; Inspires the trust of others; Works with integrity and ethically; Upholds organizational values.

Quality Management - Looks for ways to improve and promote quality; Demonstrates accuracy and thoroughness.

Problem Solving - Identifies and resolves problems in a timely manner; Gathers and analyzes information skillfully; Develops alternative solutions; Works well in group problem solving situations; Uses reason even when dealing with emotional topics.

Interpersonal Skills - Focuses on solving conflict, not blaming; Maintains confidentiality; Listens to others without interrupting; Keeps emotions under control; Remains open to others' ideas and tries new things.

Dependability - Follows instructions, responds to management direction; Takes responsibility for own actions; Keeps commitments; Commits to long hours of work when necessary to reach goals.; Completes tasks on time or notifies appropriate person with an alternate plan.

Judgment - Displays willingness to make decisions; Exhibits sound and accurate judgment; Supports and explains reasoning for decisions; Includes appropriate people in decision-making process; Makes timely decisions.

Communication - Speaks clearly and persuasively in positive or negative situations; Listens and gets clarification; Responds well to questions; Demonstrates group presentation skills; Participates in meetings; Writes clearly and informatively; Edits work for spelling and grammar; Varies writing style to meet needs; Presents numerical data effectively; Able to read and interpret written information.

Teamwork - Balances team and individual responsibilities; Exhibits objectivity and openness to others' views; Gives and welcomes feedback; Contributes to building a positive team spirit; Puts success of team above own interests; Able to build morale and group commitments to goals and objectives; Supports everyone's efforts to succeed.

Change Management - Develops workable implementation plans; Communicates changes effectively; Builds commitment and overcomes resistance; Prepares and supports those affected by change; Monitors transition and evaluates results.

Qualifications 

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

Education and/or Experience                   




A bachelor’s degree in social work, counseling, behavioral health, psychology, education or a closely related field is required.  Master’s degree and social work licensure preferred.  Three years work related experience and/or training; or equivalent combination of education and experience is desired.

Language Skills                   




Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.

Reasoning Ability                   




Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists. Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.

Computer Skills                   




To perform this job successfully, an individual should have knowledge of Word Processing software.

Other Qualifications                   




Must be able to travel 10% of the time on a statewide and national basis.

Physical Demands The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this Job, the employee is regularly required to sit; reach with hands and arms; climb or balance and stoop, kneel, crouch, or crawl. The employee is frequently required to stand and walk. The employee must frequently lift and/or move up to 50 pounds.  Specific vision abilities required by this job include ability to adjust focus.

Work Environment The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.



The noise level in the work environment is usually moderate.

Please send cover letter, resume, unofficial transcript, and recent letters of recommendation from three professional references with contact information to: Eric L. Jackson, West Virginia State University Research and Development Corporation, POB 1000, 201 ACEOP Administration Building, Institute, WV 25112. Questions may be directed to 304-766-5734. Review of applications will begin immediately and continue until position is filled.

West Virginia State University Research and Development Corporation is an equal opportunity/affirmative action employer
,
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