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POSITION DESCRIPTION
	Request for:

_X_ Recruitment *

___ Reclassification Review *

___ Update Review

* PLEASE ATTACH A COPY OF A CURRENT ORGANIZATIONAL CHART (INCLUDING NAMES AND PAYROLL TITLES)


	CLASSIFICATION UNIT USE ONLY

Approved Payroll Title
Title Code

CBUC 
          Effective Date 


Classifier 
          Date 



	1.  Name (Last, First, Middle Initial) and Employee Identification Number (UCDMC use PCN#)


Atkinson Sheri L

	2.  Current Payroll Title, Working Title, Department, and Phone Number


STUDENT AFFAIRS OFFICER III, Director, Lesbian, Gay, Bisexual and Transgender Resource Center, 752-2452

	3.  Supervisor, Supervisor's Payroll Title, and Phone Number


Janet Gong, Asst Vice Chancellor, Stu Affairs     752-0339

	4.  Briefly describe the role of this position within the department


This position provides leadership and direction in all areas of the Lesbian, Gay, Bisexual and Transgender Resource Center (LGBTRC). The LGBTRC and Cross-Cultural Center form a department with the mission of addressing the multiple aspects of cultural heritage and personal identity. The Director manages and coordinates the LGBTRC by providing information, managing the budget, advising, referral, advocacy, and educational programming for the UC Davis LGBT community, with one half-time employee and 2 student interns.

	5.
Special Conditions of Employment (refer to guidelines for completing position description forms before completing this section).


NONE (Some weekend and evening work is expected)

	6.  List positions supervised by this position:


Payroll Title
#FTE


Administrative Assistant II




50%

<part-time student employees>

	7. Signatures

EMPLOYEE

I have read this position description and understand its contents.

     Name
            Date

IMMEDIATE SUPERVISOR AND DEPARTMENT HEAD

This position description accurately describes the essential functions assigned to this position.

     Name
            Date

     Name
            Date




	8.



Describe each essential function of this position in a separate paragraph.  List the functions in descending order of importance.  ** Please refer to the "Guidelines for Completing Position Description Form" before completing this section.  Next, indicate the frequency with which each function is performed, i.e., D=Daily, W=Weekly, etc.  Finally, using percentages of not less than 5%, estimate the distribution of the total working time on an annual basis.  Total percentage of time must add up to 100%, regardless of the % of time of appointment.


	Frequency % of Time
Functions


40%
A.
Administration and Management
Recruit, train, supervise, and evaluate an Office Coordinator, student staff and volunteers. Develop and conduct training for student interns and staff of the Cross-Cultural Center regarding intercultural communication, with an emphasis on LGBT education. 

Manage the budget of the LGBT Resource Center, including preparation of annual budgetary reports and allocation of programming funds consistent with University policies and guidelines. Manage daily operations of the center, including public reception, risk management, facility reservations and interior facility maintenance. 

Direct the development and maintenance of the Center’s collection of library resource materials, including acquisition, circulation and inventory functions. Maintain and upgrade the Center’s web site and integrates technological resources into Center operations/programs. Oversee production of regular publications, newsletters and promotional materials.

Develop, implement and evaluate annual goals and objectives for the LGBTRC and its programs, and assist with the development of multi-year strategic planning efforts for the department.

Manage an Advisory Board comprised of broad campus and community representation. Facilitate the activities of the Advisory Board including goal identification, fundraising and programming efforts.

Participate in staff decisions regarding policy development, strategic planning, allocation of funds and departmental management. 

Write reports and correspondence as needed and requested. Maintain administrative reports, compile data on program activities and coordinate assessment processes used to analyze and evaluate effectiveness of programs, center usage, and out reach.

Maintains a through knowledge of University policies and procedures as they relate to campus organizations and the use of University facilities. Maintains current knowledge of changes in University wide policy.

35%
B.
PROGRAM DEVELOPMENT
Develop plan and coordinate social, cultural and educational programs intended to raise campus awareness regardling LGBT issues and heterosexism. Assess and respond to student, faculty and staff needs, and the quality of life for the LGBT campus community through programming.

Provide educational programming (e.g., workshops, and seminars) which promotes cross-cultural communication and awareness around LGBT issues. Participate in the development, management and implementation of programs that foster multicultural education and support an increasingly diverse campus population. Integrate an awareness of LGBT issues and needs into campus and student programs sponsored by the Cross-Cultural Center

Respond to requests for lectures, panels and resources on LGBT issues. Responsible for the development, training and supervision of the LGBT Speaker’s Bureau. 

Develop programmatic partnerships and coalitions with academic and administrative departments, and student and community organizations. Additionally, provide guidance and support for programs principally initiated by student or campus groups through sponsorship, event planning, policy interpretation and content development. 

Manage the collection and evaluation of program data. Prepare reports evaluating program outcomes and effectiveness. Modify programs in response to such data.

Publicity: Coordinate all publicity efforts to raise awareness of the various services and programs available through the center. 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., PRIDE Week, Cultural Days).

25%
C.
ADVOCACY AND OUTREACH
Provide an LGBT perspective in Student Affairs and in campuswide discussion of campuswide discussions of campus climate, and student community issues. Represent the LGBTRC and Cross-Cultural Center on campus-wide committees, and public forums.

Act for or in the absence of the Director of the CCC. Serve as a senior member of the department’s staff.

I

Initiate, develop and/or support an LGBT component in student, staff and faculty orientation programs and campus publications. 

Outreach to special populations including transfer and graduate students. Consult with campus departments to advocate for the fair treatment and inclusion of LGBT individuals.

Advising and Mentoring: Provide advising and assistance to staff, students and faculty on LGBT issues. Guide and mentor student leaders through advising and consultation, and fosters the leadership skill development of the LGBT community.

Liaison: Serve as a liaison among committees and organizations dealing with LGBT issues, including but not limited to the Chancellor’s Committee on LGBT Issues. Serve as a culturally sensitive liaison between campus administration, systemwide, the community at large and the LGBT community.

Serve as a resource in providing assistance and referral information to students, staff and faculty regarding grievances, alleged discrimination and harassment, in accordance with campus policies. Assists other administrative departments in responding to such complaints, related to matters of individual resolution, policy interpretation, and institutional response.

Assist in providing guidance to campus student, staff and faculty groups in response to campus climate issues. Assist in resolving conflicts or campus tensions as they may arise. 

	9.
Describe the skills, knowledge, and abilities, which are essential for successful performance of this position.  List them in descending order of importance and describe the required level of each in terms of the functions performed.  Next, indicate the function(s) for which each skill, knowledge and ability is required.


	Function Reference
Skills, Knowledge, and Ability


· Knowledge of and sensitivity to LGBT issues and the educational needs of LGBT students from diverse ethnic, economic and cultural backgrounds.

· Ability to train, supervise, and motivate staff, student interns and volunteers

· Ability to plan, coordinate, promote, implement and evaluate educational and informational programs.

· Strong interpersonal skills to work effectively with students, faculty, and staff.

· Communication skills to express ideas clearly and concisely both verbally and in writing.

· Budgeting skills to develop and implement programs within budget and to prepare budget reports.

· Organizational and administrative skills to coordinate the implementation of programs, design and administer fund allocation processes

· Writing skills to simplify complex information and clarify subject matter for various audiences

· Demonstrated ability to interpret and apply University of California policies and procedures, including policies governing the use of University funds and facilities preferred.

· Computer skills to use word processing, spreadsheet, simple database programs, and to access information on the Web.

