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The Diversity Development Staff are committed to nurturing our cultural communities by fostering an inclusive environment, in which a diversity of individuals can live, work, and grow to meet the challenges that lie ahead. The Diversity Development Staff includes the Cultural Resource Center (CRC) Staff Coordinator, the CRC Graduate Teaching Assistant, the CRC Office Assistant, and the CRC Staff – External Coordinators, Internal Coordinators, Activities Coordinators, Computer Service Coordinators, Community Outreach Coordinators, Publications Coordinator and Office Assistant Staff. As a team, we work together to create supportive environments in our Centers that facilitate the fulfillment of student academic goals and encourage both self-development and community involvement.

By utilizing their leadership, sensitivity, organizational skills, peer counseling, crisis intervention, communication, and activities planning skills, CRC Staff members play a key role in furthering the campus diversity development and Centers’ goals.

The Internal Coordinator must be committed to the development of a multicultural community in the Cultural Resource Centers at Oregon State University. Internal Coordinators are role models for the OSU community; they must be active in pursuing self-education regarding issues of sexism, racism, heterosexism, classism, ageism, ableism, and religious intolerance.

All job responsibilities outlined in this document are subject to revision at the discretion of the CRC Coordinator.

PERIOD OF EMPLOYMENT

1. Internal Coordinators will be selected by March 12, 2004. Employment is contingent on a student’s academic standing and adherence to the job contract throughout the academic year.

2. The period of employment begins September 6, 2004.

3. REAPPOINTMENT – The Internal Coordinator position appointment is for one academic year only. Contingent on successful performance evaluations, good academic standing, and completion of the first year, the Internal Coordinator may be hired for another year. Only those staff members who have exceeded their job responsibilities will be rehired.

4. SUPERVISION – the CRC Staff Coordinator directly supervises the Center’s Internal Coordinators and External Coordinators.

REMUNERATION

1.
Internal Coordinators are paid a stipend based approximately on $10.00 per hour with an expected time commitment of 80 hours per month for 9 months (September – June).

TERMS OF EMPLOYMENT

ACADEMIC REQUIREMENTS

1. Must be a currently enrolled student at Oregon State University for at least 9 academic credits.

2. Must be in good academic standing for the term prior to selection and during the entire period of employment. Must have a minimum GPA of 2.5.

3. Must conduct mid-quarter academic assessments with supervisor throughout the entire period of employment.

*Failure to meet these academic requirements may result in immediate termination.

OTHER EMPLOYMENT AND COCURRICULAR ACTIVITIES

1. Will not be able to hold any major offices in campus organizations (without prior approval form the CRC Coordinator).

2. Will not be able to hold outside assistantships, internships or part-time jobs (without prior approval form the CRC Coordinator).

It is very important to understand that the Internal Coordinator position is secondary only to academic programs. Internal Coordinator visibility and participation in their CRC is of the utmost importance.

TRAINING

1. As part of their training, Internal Coordinators are required to attend a course offered by the Diversity Development Office (TBD).  In addition, job shadow of current Internal Coordinators is required.

2. Must participate in Support Staff Selection in April and May 2004.

3. Must participate in External Coordinator/Internal Coordinator Training beginning Monday, September 6, 2004.

4. Must participate in and facilitate CRC Staff Training scheduled for September 13 – September 17, 2004.

5. Must participate in on-going training sessions, which will be held throughout the academic year.




OREGON STATE UNIVERSITY CULTURAL RESOURCE CENTER

EXTERNAL COORDINATOR POSITION DESCRIPTION

I.
ADMINISTRATIVE RESPONSIBILITIES
REQUIRED WORK HOURS


The Cultural/Resource Center Internal Coordinator work week is defined as 20 hours per week (80 hours per month). It should be understood that these are an average.  The 20 hours include: 

Administrative hours: which include attendance at University meetings as assigned by the CRC Staff Coordinator including Center Coordinator Staff Meetings, one on one meetings with CRC Staff Coordinator, and the administrative functions such as maintaining monthly reports, budgets, purchase requests, transaction records, and payroll.

Cultural/Resource Center Office Hours: which include holding office hours, staff meetings, one on one meetings with Center’s External Coordinator, monthly meetings with CRC Staff Coordinator and/or CRC GTA, monthly one-on-one meetings with Center’s Office Assistant Staff, and monthly meetings with the Center’s Advisory Board.

Student personnel work is not easily translated into hours worked per day or week. True emergencies cannot be anticipated.  Therefore the above employment terms are meant as a reasonable estimate of the time required to perform duties and responsibilities. If an Internal Coordinator's actual working hours significantly exceed what is provided for in this agreement, he or she is obligated to notify his/her supervisor.

STAFF SUPERVISION

1.   
Serves as the Direct Supervisor of the Center’s Office Assistants.

Internal Coordinator supervises Support Staff in the absence of the Internal Coordinator while working in the Center.

Both Internal and External Coordinators are responsible for supervising and serving as contact people for all Center Coordinators and Staff members in the absence of one another.

2.
Must have monthly one on one meetings with Office Assistant Staff.  


3.
Must maintain personnel files for all Office Assistant Staff.

4.  
Must participate in all Center Staff evaluations held twice a year.

5. 
Must coordinate staff development opportunities for their staff members throughout the academic year (this includes staff meetings and special programming).

EVALUATIONS

1. Must participate in all Center Staff evaluations held twice a year.

2.  
Must participate in evaluation of programming sponsored by the Centers.

MEETINGS

1.    Must attend monthly Coordinator meeting.

2.
Must co-facilitate weekly Center Staff meetings.

3.
Must attend All-Center Staff Training to be held once a term during the academic year. 

4.    Must have regularly scheduled weekly one on one meeting with External Coordinator to keep each other informed of community issues, activities and events, and discuss goals and objectives of the Cultural Resource Centers.

5.
Must attend monthly sessions with the CRC Staff Coordinator to keep the Diversity Development Office informed of community and staff issues and of your personal and professional development.

6. Must attend regularly scheduled advisory board meetings scheduled once a month to be held October - June.

7. The CRC Staff Coordinator and CRC GTA will be available for sign-up hours for additional meeting times, if necessary.

PAPERWORK

1.    Will be required to complete administrative tasks on a regular basis. Paperwork is expected to be timely and organized. This includes: staff personnel files, budgets and transaction records, purchase requests, weekly and quarterly reports, time logs and incidents reports.

2. Must submit a Center Office Operations Budget proposal for submission to Center’s Advisory Board every winter term. This should include cost for office supplies and equipment, staff payroll, training and development costs

3. Must maintain budget and transaction records for Center Operation Costs.

4. Must maintain a log of maintenance requests for the Center.

5. Must maintain meeting room reservation forms and weekly Center Use Calendar.

6. Must coordinate and maintain a weekly work schedule for Cultural Resource Center’s open hours: (Monday – Wednesday, 10:00 am – 8:00 pm; Thursday 10:00 am – 6:00 pm; Friday 10:00 am  - 5:00 pm).

7. Must maintain a Center inventory list and update on a regular basis.

8. Order custodial, office and kitchen supplies on an as needed basis, and keep in a binder.

PROGRAMMING 

1.
Must work as a team with Centers’ Coordinators to organize an All-Centers Staff program each term.

RETURNING STAFF

1.
All Returning Staff are expected to assist in Spring Selection and Training and Fall Training as a part of their job responsibilities.

UNIVERSITY COMMUNITY RESPONSIBILITIES

1.    Must participate in New and Returning Student Orientation prior to classes starting at the beginning of fall quarter.

2.    Must participate in University programs such as Orientation, Beaver Open House, and Kaleidoscope.

3.
Must work with the Minority Education Offices to develop programs and support services for both current and future students of Oregon State University. 
II.
SAFETY AND SECURITY EXPECTATIONS
FACILITIES

1.     All Center Staff members must maintain and encourage community members to maintain the cleanliness and upkeep of the Centers: bathrooms, kitchens, classrooms, computer areas, living rooms and trash and recycling areas.  

2.    The Internal Coordinator conducts facilities inspections in the community areas of each Center. 

3.
Must organize and attend a fire safety and disaster training for all members of Center’s Staff.

EMERGENCIES AND DISASTERS

1.    In case of fire (alarms), earthquakes or other disasters, External Coordinators and Internal Coordinators must evacuate their Centers according to the evacuation map.  Staff must remain on‑site and assist other University personnel during emergencies.

2.
Must train Center Staff members on disaster and evacuation procedures.

KEYS 

1.
Each Internal Coordinator and External Coordinator is given a key for their Center. It is their responsibility to keep keys in a secure location.  Do not permit anyone to borrow them. Report lost or missing keys to the CRC Staff Coordinator immediately.

POLICY ENFORCEMENT
1.    Must uphold and enforce the laws of the state of Oregon in general and the policies and procedures of Oregon State University.

2.    Must not possess or consume illegal drugs on University premises or at any University or Center sponsored activity.

III.
STAFF AND COMMUNITY DEVELOPMENT EXPECTATIONS
COMMUNITY DEVELOPMENT
1.    Must encourage personal, social and academic development of students.  This responsibility includes getting to know all members of your Center’s Staff and Community by spending a significant amount of available time in the Center and accurately assessing the needs of your community members.

2.   Serve as a resource for information about campus organizations and University services.

3.    Act as a mediator in conflict situations when needed (staff, community issues within the center).

4.    Encourage staff and community members to be responsible for their own behavior and for the community as a whole by serving as a positive role model for academic pursuits and individual behavior.

5.    Maintain confidentiality and objectivity when working with community and staff members.

6.    Respond to inappropriate student behavior and violations of campus policies and procedures as outlined in the CRC Staff Training Manual, University Student Organizations Rules and Regulations and University Student Conduct Relations.

7.    Present student concerns relating to the campus community (i.e., discrimination, policies, procedures, academic concerns, facilities concerns, etc.) to the CRC Staff Coordinator.

SENSITIVITY AND AWARENESS

1.
Must have demonstrated knowledge and sensitivity for Traditionally Underrepresented Groups (Asian, Asian/Pacific American; African, African-American; Chicano/a, Latino/a, Mexicano/a; Native American, Alaskan Native; Lesbian, Gay, Bisexual, Transgender, Queer, Questioning, and Intersex).

2.
Must be committed to education of all students in areas of cultural awareness, social justice and liberation.

ROLE MODELING

1.
Must be approachable and professional at all times.

2.
Must demonstrate leadership abilities including assertiveness, effective communication, delegation and motivation.

3.
Must be fair and consistent and show good judgment in performing job responsibilities.

4.    Must maintain a positive working relationship with the members of all Centers’ community, staff, and other members of the University community.

STAFF SELECTION AND TRAINING 

1.
Must participate in 2004-05 All Centers’ Staff Selection during spring quarter 2004.

2.
Must participate in 2004-05 All Centers’ Staff Training during spring quarter 2004.

3.
Must work with other Centers’ Coordinators both Internal and External in the planning and facilitation of Fall Training for 2004-05 Cultural/Resource Center Staff.

IV.
OTHERS DUTIES AS ASSIGNED
1.
The Internal Coordinators shall also be required to do other duties as assigned by the CRC Staff Coordinator.

2.
In case the External Coordinator is unable to perform job responsibilities, the Internal Coordinator shall take over the responsibilities of the Center’s External Coordinator.

V.
GROUNDS FOR DISMISSAL 
Failure to meet qualifications, terms of employment, or job description requirements will result in a meeting with the CRC Staff Coordinator.  Depending on the seriousness of the violation, a reprimand warning letter may be issued and/or an Internal Coordinator may be placed on probation or be terminated.

A staff member may appeal the decision to the Dean of Students. The Dean of Students reserves the right to make a final decision regarding disciplinary action.
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