UNIVERSITY OF CALIFORNIA, SAN FRANCISCO (public)
Coordinator of Lesbian, Gay, Bisexual, Transgender Resources
(This description is taken from the job announcement for the position, posted in July 1999 while the position is vacant.)

REPORTS TO: Director, Center for Gender Equity
POSITION DESCRIPTION: The Coordinator of Lesbian, Gay, Bisexual, Transgender Resources will be responsible for the development, delivery and evaluation of a comprehensive university program on lesbian, gay, bisexual and transgender issues. This program is administratively housed in the Center for Gender Equity (CGE) at the University of California, San Francisco.
JOB DUTIES AND REQUIRED SKILLS: Under minimal supervision from, and subject to final approval of the CGE Director, the Coordinator of Lesbian, Gay, Bisexual, Transgender Resources performs the following tasks. In addition, the CACGLBI (Chancellor's Advisory Committee on Gay, Lesbian, Bisexual Issues) will serve as an advisory committee to the Coordinator. Programming, Event Planning and Training: Plan and coordinate events, including but not limited to workshops, support groups, colloquia, in-service trainings and presentations intended to raise campus awareness regarding LGBT issues and heterosexism. Respond to requests for lectures, panels and resources on LGBT issues. Responsible for the development, training and supervision of a LGBT Speaker's Bureau.
Outreach: Coordinate all outreach efforts to raise awareness of the various services and programs available through the office.
Oversee production of outreach materials that will publicize programs and services including but not limited to flyers, posters, brochures and WEB site. Insure participation in annual campus events (i.e., LGBT Awareness Week).

Administrative: Supervise the development of LGBT resource material and library. Write reports and correspondence as needed and requested. Maintain administrative reports and compile data on program activities. Supervise volunteers.
Advising: Provide advising and assistance to staff, students and faculty on LGBT issues and compiles data on the number of cases. Serve as a culturally sensitive liaison between campus administration, system wide, the community at large and the LGBT community.
Liaison: Serve as a liaison among committees and organizations dealing with LGBT issues, including, but not limited to the LGBTSA (Lesbian, Gay, Bisexual, Transgender Student Association), GLBTA (Gay, Lesbian, Bisexual, Transgender Association), and the GLIRA (Gay, Lesbian Interns and Residents Association).
SKILLS, KNOWLEDGE & ABILITIES:
Graduation from college with a major in educational administration, sociology, political science, psychology or an allied field, and two years experience in administration in a university setting; or an equivalent combination of education and experience.

Outstanding analytical, leadership, organizational, creative, interpersonal and problem solving skills. Extensive working knowledge of event planning and coordination. Conference planning skills and experience, the ability to identify, organize and execute multiple event planning tasks. The ability to effectively administer and coordinate a variety of concurrent and ongoing activities.

Knowledge and understanding of LGBT issues and the intersection of race, class, gender and sexual orientation.

Strong listening and verbal communication skills. Demonstrated writing skills and the ability to work effectively with both campus and community groups.

Knowledge sufficient to use PC computers for electronic mail, word processing (MICROSOFT WORD) and data base development (FILE MAKER PRO/EXCEL).
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