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Return application by March 12, 2010 to: 

A Way With Words & Numbers
University of Missouri
201 Student Success Center
Columbia, MO 65211-6060
CommunityService@missouri.edu
(573) 882-5535
Fax (573) 882-5440


Site Coordinator Job Description
Program Requirements
 	Time Commitment:  The site coordinator position requires a minimum of 20 hours per week, which is considered a ½ time assistantship.
	Graduate students:  This is an assistantship with compensation of $12.57 an hour. A tuition waiver is included, assuming your department allows them. A FAFSA form is required.   You must qualify for work study for this assistantship.
 Training:  Site coordinator training occurs during the week just prior to the start of the fall semester. This training will thoroughly cover all aspects of the program, as well as all site coordinator responsibilities.  There may also be a one-day training before the beginning of the winter semester.  Site coordinators also participate in ongoing training throughout the year.
 Tutoring:  Site coordinators are expected to tutor at least 3-6 hours per week at their assigned site(s). 
 Reporting: Site coordinators submit a weekly report to their direct supervisor, and complete an annual report at the end of the year.
Job Functions
As a Site Coordinator, you will be expected to fulfill three basic job functions.
Supervision: 
Site coordinators gain significant supervisory experience while supporting a group ranging from 3-20 tutors.  Responsibilities include: hiring tutors; scheduling; arranging carpooling; monitoring time records; organizing team meetings; providing ongoing training; corresponding with tutors through weekly reports; ensuring that tutors are representing A Way With Words & Numbers in a professional manner; and releasing tutors who do not meet the expectations of the program.
Administrative:
· Program Assignments: Each site coordinator is assigned a specific responsibility related to the program.  Some examples of program assignments include tutor recruitment; coordinating reading, math, or behavior training; editing the newsletter; staff development; etc. 
· Office Hours: Site coordinators spend two hours per week in the A Way With Words & Numbers office performing various duties.
· Meetings:  Site coordinators attend weekly site coordinator meetings (times and dates TBD).  Site coordinators also facilitate bi-weekly meetings for their tutors.
· One-on-one Meetings: Site coordinators meet bi-weekly with their direct supervisor one-on-one to discuss current events at your site.

Liaison:
 Meetings: Site coordinators communicate bi-weekly with their site contact (the main contact at the site).
 Correspondence: Site coordinators contact their teachers/community site leaders periodically, either in person or via e-mail, to check on tutors’ progress and to discuss any concerns.
 Scheduling: Site coordinators are responsible for scheduling tutoring sessions at their site, which requires working with teachers and/or site contacts to determine needs.

Responsibilities of a Site Coordinator 
 Respond to tutor weekly reports (.5-1 hrs) 
 Respond to tutor, teacher, and site contact emails (1-2 hrs)
 Report to supervisor through site coordinator weekly report and one-on-one meeting, if applicable (.5-1 hrs)
 Office hours (2 hrs)
 Tutor at assigned site(s) (3-6 hrs) 
 Attend site coordinator and tutor meetings (1-1.5 hrs) 
 Meet with site contact (.5 hrs) 
 Work on program assignments and other duties as assigned by supervisor (2 hrs)
1. Training Team
2. Staff  Development
3. Tutor Recognition
4. Selection
5. Marketing/ PR
6. Recruiting
7. Fundraising
8. Newsletter
9. Web Site
10. Office Manager


Identification & Contact Information
 
Name (Last, Name):		________________________________
Application Date:	 	________________________________
Street  Address:		________________________________
City:				________________________________
State, ZIP Code:		________________________________
Daytime Phone Number:	________________________________
Evening Phone Number	________________________________
Applying as:			Masters      Ed. Specialist	Doctorial
Degree Program		________________________________
				________________________________

1.  Are you eligible to receive work study funding through the University of Missouri?  Yes No

2.  Have you completed and filed your FAFSA for the 2010-2011 academic year?        Yes No
	
3.  Have you been referred for this position?                                                                    Yes  No
	If so, who is your reference? ________________________	
	
4. Have you ever been convicted of or pled guilty to a felony or misdemeanor other than a	minor traffic violation? (note: a criminal background check will be required)               Yes No 
	
5. Do you either own or have access to a working motor vehicle?                                  Yes No 	

6. Will you be simultaneously employed if you obtain the site coordinator position?    Yes No 
 (
If applicable, list your last two employers starting with the most recent position held.
If voluntary positions were held in place of employment positions please list them here
.
)



	Name of Employer & Position 
	Address & Phone Number
	Dates of Employment
	Supervisor & Title
	May We Contact This Reference 

	 
	 
	 
	 
	Yes

No

If no, please explain:
 

	 
	 
	 
	 
	Yes

 No

If no, please explain:

	 
	 
	 
	 
	Yes

No

If no, please explain:





1. Having reviewed the time requirements for the site coordinator position, explain any concerns or conflicting commitments you may have.
 
 

 
2. Explain your interest in this position and how you envision it enabling you to experience significant career development and personal growth.  
 
 

 
3. Describe your demonstrated leadership qualifications, including your ability to comfortably direct a group of peers.



 
4 . Describe your ability to undertake and complete several projects at a time.




5.  Describe your demonstrated ability to be a self-motivated employee.

 
 
 Attach a current resume/vita with your application, 
including contact information for two references from previous employers.  Please read information about our program posted on our website at: http://career.missouri.edu/A3WN/index.php
 
 
Please Read Carefully and Sign:  I certify the above statements are correct and, if employed, I agree that all rules, orders, and regulations of the Board of Curators affecting my employment shall constitute a part of my employment or appointment.  
 
In addition, by signing below I confirm that I have read and understand the contents of this application and will adhere to all duties and responsibilities as detailed.
 
Signed:  									
 
Printed Name:  								
 
Date:  					
 
 
NOTICE OF NONDISCRIMINATION:  The University of Missouri-Columbia does not discriminate on the basis of race, sex, age, national origin, religion, status as a veteran or veteran of the Vietnam era.  Anyone have inquiries concerning the University of Missouri’s compliance with this nondiscrimination resolution is encouraged to contact the Affirmative Action/Equal Opportunity Office.
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