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STUDENT LIFE AND ENGAGEMENT SPECIALIST
DEFINITION:
Under the direction of the Director of Student Success and Support Programs, supports the College’s efforts to provide more purposeful programs, activities, and experiences to students outside of the classroom; supports efforts to create and sustain campus-wide, student centered, and comprehensive cultural, educational, and social co-curricular programming for students that cultivate full engagement in the College community; assists with developing, planning and implementing various student activities and services, assists the Director of Student Success and Support Programs with the management of events, club activities, and projects as well as in planning campus-wide trainings, retreats, and events for faculty, staff, and students. Provides outreach to specific populations to enhance student equity as it relates to student achievement.

CLASSIFICATION:
· FLSA Non Exempt

· Classified – CSEA 

· Date Modified: June 2015
ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Plans and supervises student activities including room set-up, clean-up, and logistical needs
· Assists the Director of Student Success and Support Programs with the management of events, club activities, and service projects as well as in planning campus-wide trainings, retreats, events, activities and follow-up/evaluation efforts for faculty, staff, and students
· Coordinates with the Director of Student Success and Support Programs and the Director of Institutional Research and Planning to generate surveys and statistical data and reports related to student engagement and activities
· Prepares a variety reports and correspondence regarding on campus trainings, retreats, and events
· Maintains and updates website(s) and FRC social media
· Monitors budget; generates purchase orders and requisitions, etc.
· Advisor of Associated Students of Feather River College (ASFRC) with planning events and having an active presence on campus
· Coordinates with student clubs to plan events on campus and in the community
· Represents FRC and promotes student life and engagement activities using social media sites
· Prepares brochures, flyers and other promotional materials and distributes them appropriately
· Serves as a resource person/ liaison to businesses and organizations in the community
· Stays abreast of resources, events and other information in the community as it pertains to student involvement and achievement
· May supervise activities in the student lounge
· May supervise student worker

· Other related duties as assigned
Knowledge of:

· Planning and coordinating events 

· Establishing and maintaining effective working relationships with those contacted in the course of the work. 

· Utilizing effective strategies for communicating with college students, faculty and staff

· Social media operations 
· Developing and administering surveys including basic data gathering and analytical techniques

· Computer programs and software including Microsoft Office Suite

· Website maintenance 

· English, grammar, composition, spelling and punctuation

· Current office practices and techniques including operation of common office equipment 
MINIMUM QUALIFICATIONS:
· Graduation from high school and 2 years’ experience in event planning
· Valid driver’s license
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Associate’s Degree or equivalent experience
· Community College experience

· Experience working with Banner or other relational database software
· Experience using Adobe software, such as Photoshop
· Experience in collaborating with community organizations

· Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students.
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties with or without reasonable accommodations are:
· Manual dexterity to operate keyboards and manipulate papers

· Speech and hearing to communicate effectively with individuals and to groups

· Vision to read text, forms and computer screens

· Climb ladders, stoop and kneel to hang and otherwise set up signs and display materials
Work is performed in a variety of settings on and off campus.
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