Board of Directors Meeting

May 20, 2010

Attachment A-I

Student Employment/Events Coordinator
The Student Employment/Events Coordinator reports to the Director of Campus Activities and is responsible for the day-to-day operation of the Babylon Student Center.  The Coordinator selects, trains, and coordinates student managers, and student staff necessary to carryout operations.   The Coordinator is responsible for developing and implementing an ongoing marketing and promotion plan for the facilities, programs and services.

Specific duties include the following:   

1. Manages reservation systems of Babylon Student Center; 

a. Submits work orders to maintenance for each reservation 

b. Ensures set-ups follow Fire Marshal's codes

c. Oversees technical needs 

d. Designs set-ups for areas such as Cafeteria for large events i.e. transfer day, career day, activities days, etc.

2. Oversees the graphics and promotional operations;
a. Inputs all Campus Activities programs on the Web page.

b. Compiles, edits and oversees printing and distribution of needed publicity, including bi-weekly calendar of events for clubs, Campus Activities Board, and office events

c. Compiles, edits and oversees printing of orientation material for folders 

d. Maintains bulletin boards in the Babylon Student Center

e. Oversees display designs for glass showcases in foyers and hallways

3. Oversees the operation of the Information Booth;
a. Coordinates the hiring, training and scheduling for students in the following positions. Building/Info Booth Attendants and Graphics and promotional positions.

b. Assists in the  Development of  manuals and job descriptions for each position

c. Monitors work performance/develop performance records

d. Maintains all resources in Information Booth

4. Assists in coordination of major events i.e. Halloween Festival, Spring Celebration, Activities Days, and Orientation;
5.  Serves on committees, such as the Babylon Student Center Committee, as assigned; and
6. Other duties as assigned by the Director of Campus Activities.
Qualifications: A Bachelor’s Degree is required.  A minimum of five years of full-time experience in facilities management is required. Demonstrated expertise in the appropriate facility management, staff supervision, budget management, and training programs is necessary. Proven success in working with students, faculty, and staff, and reasonable experience and demonstrated capability in working with diverse student populations also are necessary. The position requires an individual who can articulate a sound philosophy of management techniques who values teamwork concepts. The Coordinator is expected to operate autonomously and professionally in all areas of responsibilities to reflect the mission of the office and the college The Coordinator must be able to function independently and professionally in the assigned program areas (e.g., facilities management, programming, training, budget management, and evaluation).  
