THE EVERGREEN STATE COLLEGE 

POSITION DESCRIPTION

Date:


January 18, 2008
Position:

Assistant Director, Graduate Program on the Environment
Location:

Lab I-3022
Organization:

Office of Graduate Studies

Incumbent:

Jennifer T. Austin
Position Number:
1885

Reports to:

Director, Graduate Program on the Environment
Position Purpose 

This position is responsible for providing student services to alumni, prospective students and current students in the Graduate Program on the Environment, and for recruitment, marketing and community outreach. The key focus of the position's work is (1) to support outreach efforts to prospective students, which will result in recruitment to the Program; and (2) to provide student-service assistance (advising, internships, financial aid, employment and careers, personal) to existing students, in order to increase retention to graduation. The position also supports efforts to cultivate the involvement of alumni, an Advisory Board, and members of the community in the Program's affairs. In addition to supporting the Program, the position is housed near the staff supporting the MPA and MPA Tribal programs at Evergreen and is expected to collaborate with those two programs on mutually agreeable projects that will benefit all of the programs. 

General Responsibilities 

The Assistant Director works with the Director, Program faculty, current students, alumni, and other staff across campus to identify a broad range of activities needed to implement the position's purposes.  In all work, the Assistant Director seeks to support and enhance the academic quality of the Program, the Program's public visibility, and the ability of prospective and current students to earn their master's degree. 

Reports to 

This position reports to the Director of the Graduate Program on the Environment. 

Essential Functions 

Provide student services to support prospective and current students 

1. Serve as main point of contact for all MES-related inquiries

2. Serve as main point of contact for all MES/MPA Joint Degree-related inquiries

3. Maintain currency in matters affecting financial aid, both within Evergreen and externally, at a level sufficient to provide helpful, timely advice to students from application to graduation

4. Provide comprehensive financial aid advice to students, keeping in mind the need to use financial aid to further recruitment and retention 

5. Comprehensively coordinate the applications for financial aid and the decisions made by the Assistant Director, in consultation with the Director awarding financial aid 

6. Play the lead role, in consultation with the Director and the other programs, in developing the Orientation and registration session held annually each fall for new students 

7. Serve as advisor to all MES and MES/MPA Joint Degree applicants and admitted students

8. Maintain MES list-serves; disseminate information regarding future conferences, current volunteer, internship and professional career opportunities for MES students, both in the greater Olympia area and elsewhere 

9. Advise MES and MES/MPA Joint Degree students on integrating, selecting, and applying for internship opportunities in their overall academic programs
10. Maintain currency with professional standards in career advising and provide career development advice to MES and MES/MPA Joint Degree students 

11. Develop and implement a sponsorship program to place MES students with relevant professionals for brief mentoring purposes 

12. Develop a program of mock-application and interview exercises for MES students preparing for job interviews 

13. Coordinate the co-sponsorship of public conferences for the Program 

14. Coordinate annual MES Alumni Advisory Board Meeting

15. Track the status of students from admission to graduation so that the Director knows at all times how many students are at what point in the completion of their work; this includes but is not limited to maintaining records on removal of conditions of admission, gaining candidacy, internships, incompletes, leaves of absence, and eligibility for graduation 

16. Develop graduation event(s) for the Program, in consultation with the Director, faculty, students, and the other programs 

17. Track all MES theses both underway and completed

18. Coordinate and track thesis binding orders and submit completed electronic versions to Library.

19. Serve as the prime contact and consultant for the Program's Graduate Student Association and for the Unified Graduate Student Association 

20. Provide support to Program's participation in the Muskie Fellowship Program for students from the former Soviet Union 

21. Serve as MES Thesis coordinator, including but not limited to advising, binding, ordering and distributing.

22. Maintain appropriate confidentiality of all student information 

23. Develop and maintain the Program's Student Policy Handbook and the Thesis Handbook 

24. Maintain and update MES webpage content

Provide leadership on development of the outreach activities for the Program 

1. Develop print and electronic publications for the Program 

2. Identify advertising outlets suitable for the outreach efforts 

3. Arrange for advertisements to be placed 

4. Arrange venues for outreach activities 

5. Develop recruitment sessions, visits, and trips, and participate in these ventures as appropriate

6. Represent the Program to interests outside the College

7. Represent the Program within the College’s administrative network

8. Manage the budgets for outreach efforts 

9. Coordinate the tracking of initial inquiries that come to the Program from all sources and arrange suitable follow-up to initial contacts 

10. Communicate with prospective students via email, over the phone and in person
Alumni affairs 

1. Collaborate with both the Alumni Affairs office and the Registration & Records office to maintain a current list of alumni from the respective programs 

2. Develop programs and activities in which alumni can play roles that provide benefits to them and to the College 

3. Provide lead staff support for activities involving alumni 

4. Hire and supervise MES Newsletter Editor

5. Coordinate production and distribution of MES Newsletter (electronic and print versions) 

Collaboration with other staff 

1. Participate in regular meetings involving Graduate Programs, Admissions, Registration & Records and Financial Aid 

2. Collaborate on a project-by-project basis with the other College staff on projects that are of mutual benefit 

3. Serve as the prime contact for collaborative efforts with other offices at the College relevant to recruitment and retention, including Admissions, Registration and Records, Financial Aid, Evening and Weekend Studies, and College Advancement.

4. Collaborate with and support the teaching programs in the undergraduate curriculum and the public service functions of Evergreen’s public service centers. 

Grant development and administration 

1. In collaboration with Director, faculty, and College Advancement, identify opportunities for grants 

2. Assist in grant preparation for appropriate projects 

3. Provide staff support for the administration of any grants received, including management of expenditures, budget, and reports 

Additional duties 

1. In collaboration with the Director, approves budget expenditures that support the Program and its Faculty.

2. Recruit and supervise MES Program Assistant, MES Newsletter Editor, and other student staff needed to support duties of position 

3. Other duties as required 

Knowledge, Skills and Abilities 

1. Knowledge of appropriate methods for developing outreach programs 

2. Knowledge of Program policies for advising students 

3. Knowledge of Financial Aid policies, programs and opportunities

4. Working knowledge of various databases and software, (e.g.,  MS Word, MS Office, MS Excel, MS Access, Banner, and Datamart)
5. Ability to conduct detailed Internet research

6. Ability to write on a professional level

7. Ability to work well under sometimes difficult circumstances

8. Ability to work well within a larger team of staff supporting graduate study 

9. Ability to manage time effectively and to place competing tasks in appropriate priority order

10. Ability to work effectively with culturally diverse Directors, faculty, staff, students, other people within Evergreen, and a wide variety of people outside Evergreen

11. Ability to travel

12. Ability to communicate clearly in writing, orally, and interpersonally

13. Ability to recruit and supervise effectively a group of student assistants

14. Ability to work evenings and weekends as needed
Minimum qualifications

Post-baccalaureate degree and documented successful experience in outreach and/or recruitment, or closely related activities OR Bachelor’s degree and 2 years documented successful experience in development of outreach and/or recruitment, or comparable activities.
 Desired qualifications and experience

1. Documented successful experience developing programs for outreach and/or recruitment, preferably with graduate students in professional environmental studies program

2. Education and professional experience in environmental studies

