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POSITION: Student Activities Coordinator


DUTIES:
Coordinate activities for students enrolled in occupational related organizations, including encouraging special population students to participate in student organizations. 

1. Coordinates travel arrangements and travels with students to regional, state, and national student organization conferences as needed. 

2. Assist with student orientation sessions. 

3. Assist students enrolled in nontraditional career programs to encourage program completion. 

4. Follow-up on all students who self-disclose as being a member of any special population group. 

5. Promote services to special population students at the college and in the community. 

6. Enter special population data in BANNER student information system database in appropriate fields. 

7. Develop partnerships with area education, community and special population agencies (social service providers) to identify resources available for assisting special needs students in meeting educational objectives. 

8. Refer students to social service providers as necessary. 

9. Plans and executes events for students at all campuses. 

10. Monitors student organization operating budgets 

11. Prepare required budget requests. 

12. Participate in college/committee activities. 

13. Participate in required staff development activities.

14. Develop and implement an annual plan. 

15. Prepare and maintain all required documentation and reports. 

16. Creates and maintains a high performance environment characterized by positive leadership and a strong team orientation. 






17. Maintains knowledge of current trends and developments in the field by attending professional development training, workshops, seminars and conferences and by reading professional literature in the related field. 

18. Displays a high level of effort and commitment to performing work; operates effectively within the organizational structure; demonstrates trustworthiness and responsible behavior. 

19. Perform all other duties as assigned by their assigned supervisor. 

Minimum Qualifications:
Bachelor’s degree from an accredited college or university and two years related work experience.

SALARY/BENEFITS:
Salary will be determined in accordance with guidelines established by the Technical College System of Georgia. Benefits include the State of Georgia Flexible Benefits Program, State of Georgia holidays, and annual/sick leave.
APPLICATION PROCESS:
Interested applicants should apply via CPTC ONLINE JOB CENTER by completing the online application form. The letter of interest and resume along with additional documentation specific to the position must uploaded to the Job Center. Incomplete application packages cannot be considered for an interview and will not be forwarded to the hiring supervisor. A criminal background check and a driver’s motor history report will be conducted prior to employment.


Equal Opportunity Statement
Coastal Pines Technical College (CPTC) does not discriminate on the basis of an individual’s age, color, disability, genetic information, national origin, race, religion, sex, or veteran status (“protected status”). The following persons have been designated to coordinate the College’s implementation of non-discrimination policies: Brandie McLaughlin, Title IX Coordinator, Jesup Campus, 1777 West Cherry Street, Jesup, Georgia, HR@coastalpines.edu  912.427.5876; Emily Harris, Title IX Coordinator, Waycross Campus, 1701 Carswell Avenue, Waycross, Georgia HR@coastalpines.edu  912.287.4098; titleix@coastalpines.edu  ADA/Section 504 Coordinator, ada@coastalpines.edu ; All Campuses, 1777 West Cherry Street, Jesup, Georgia.
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