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Job Title: 
Program Coordinator
Position #:

Department:
Master of Development Practice
FLSA:


Supervisor:
Program Director of the MDP
Date:

February 6, 2017
Job Summary:

This position works with the Master of Development Practice faculty, staff, and students to coordinate the administrative needs of the MDP program, the reporting requirements for the MacArthur Global Association of MDP programs (GAM), and the requirements of the U.S. Peace Corps Coverdell Fellows Program.  This position is the liaison of the MDP to the Regis University Office of Admissions, Marketing & Communications, Dayton Memorial Library, and Instructional Design Team.  The responsibilities of this position include management of program operations such as Learning Community formation and deliverables, student recruitment and enrollment, Coverdell Fellows supervision, planning and convening annual MDP faculty and staff workshops, program correspondence with inquirers, applicants and matriculated students, recording of minutes for the Group of Nine and the Advisory Council, maintenance of on-line materials (website, LibGuide, and collateral print), maintenance of student and alumni files, compiling of Student and Instructor handbooks, and planning of the August Base Camp for new MDP cohorts.   This position requires strong organizational, interpersonal, administrative, artistic, outreach, and collaborative skills. The MDP Program Coordinator must engage in the mission, vision, and values of Regis College and Regis University, and contribute to its culture of academic rigor, global service, and cura personalis.  This position maintains and updates an understanding of best academic, operational, global education, and advising practices of comparable MDP programs.  Finally, this position practices professional, collaborative relations with relevant Denver-based and global professional development and academe partners.
Major Duties and Responsibilities:
1. Program Coordination (50%) - Manages the academic, operational, and assessment processes of the MDP, which includes Denver- and globally-based undergraduate and graduate students in support of the Program Director.  Develops and implements new elements of the MDP program.  Extensive liaison work with the Admissions Office, Marketing/Communications, Dayton Memorial Library, Instructional Design Team, MacArthur GAM, and U.S. Peace Corps Coverdell Fellows.  Assists with curriculum and program planning, student advisement, Learning Community mentoring, and faculty/staff training on BlueJeans.  

2. Program Student Support (35%) - Designs, convenes, delivers, and evaluates Student and Faculty Handbooks, August Base Camp orientation, and May Faculty & Staff Workshops.  Serves as liaison to GAM Student-Alumni Association.  Serves as primary contact person for MDP program and student administrative needs, e-reserves and D2L learning management system, application process, and course registration.

3. Monitoring/Evaluation (15%) - Collects and analyzes data of MDP student learning objectives, instructional quality, Learning Community pedagogy, BlueJeans Network deliverables, and Community Outcomes. Maintains student, Learning Community, Group of Nine and Advisory Council minutes, and program records.
Other Responsibilities:

1. Anticipate and respond to emerging challenges and opportunities in the global evolution of MDP programs and virtual visual educational tools (such as BlueJeans).

2. Refine the professional positions of subordinate MDP employees and Independent Contractors, whose responsibilities in a new program will continue to evolve.

3. Recognize and build upon strengths of Posner-based staff.

4. Generally assist the Program Director at the Posner Center.

Performs other duties, as needed or assigned.

Minimum Qualifications:

Experience:
Bachelor’s degree.  Development Practice experience - significant!  Familiarity with and enthusiastic embrace of diverse cultures.  Spirit of integrative knowledge and inquisitiveness.  Commitment to complete the MDP degree.

Preferred Qualifications:

Knowledge of integrated approaches to Development Practice and sensitivity to diverse arguments for just, sustainable, and scalable development.  In-Design competency.  
Skills:
Excellent professional communication skills.
Knowledge:

Extensive computer knowledge to include Microsoft Office.  Proficiency in conducting Internet searches, evaluating data and information, compiling monitoring/evaluation data, and maintaining minutes and records.  Knowledge or ability to develop knowledge pertinent to general student advising and Learning Community mentoring in the MDP program.
Abilities:
This MDP is all about applied knowledge.  It equips graduate students for applied development practice knowledge and skills.  Professional hours, travel, class time hours, and global commitment require flexibility, persistence, humor, and dependability to meet deadlines for courses, monitoring/evaluation, degree completion, grant writing, fundraising, donor relations, and writing assignments.  Ability to work with a minimum of supervision.  Strong organizational skills.

Physical and Mental:
Lifting & Carrying:

Essential and occasional lifting of books and files (approximately ten pounds across a short distance).
Pushing & Pulling:

Essential and occasional movement of materials for MDP events at the Posner Center and on the Regis University campus.  Must be able to move heavier objects (approximately fifty pounds on a wheeled cart).
Body Positions:

Essential and frequent ability to achieve and maintain sitting, standing, bending, stooping, and reaching positions.  Must be able to sit for periods of up to two hours (the approximate length of a long meeting).  
Body Movements:

Full range of movement that is frequent, repetitive, and non-repetitive.
Hand Use:

Essential and frequent dexterity in use of keyboard for computer typing and marketing design.
Sense of Touch:

Essential.  Frequent need for finger dexterity such as in computer use.  
Hearing:

Essential.  Daily need to be able to answer and converse using telephones, BlueJeans Network communications, and computer-based audio communication.
Vision:

Essential.  Frequent computer use and assessment of visual marketing materials.
Mental:

Mathematics:

Essential and used daily.  Must be able to use basic math skills (addition, subtraction, multiplication, and division) and basic statistical skills (calculation of averages and summary statistics).  Basic use of spreadsheet computer programs.  
Remembering:

Essential and used daily.  While much of the MDP process is memorialized in writing, the MDP works with scores of partners in many countries, and is ramping up to have a student body in the hundreds ... strong recall is critical.
Language Ability:

English language ability is essential and used daily at a level appropriate to a collegiate environment.  Must be able to write clear and effective reports and effective, innovative marketing materials.  Must be able to edit documents and reports for clarity and basic grammar.  Must be able to learn, remember, and incorporate development practice terminology, concepts, and reasoning.  Second language capability preferred.
Reasoning:

Essential and used daily, especially in program operations and services to students.  Must be able to make sound judgment in problem-solving, as well as in referring inquiries to others.  
Working Conditions:

Posner Center for International Development office.  Typically working in a normal climate controlled office environment.

Other Requirements:

Availability to travel domestically and globally several times per year to partner and academic conferences.
This job description indicates in general the nature and levels of work, knowledge, skills, abilities and other essential functions (as covered under the Americans with Disabilities Act) expected of an incumbent.  It is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities required of an incumbent.  An incumbent may be asked to perform other duties as required.
