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Official Job Title:  	 Assistant Director, Programs
Working Title:	 Assistant Director for Educational Initiatives
Job Code/Level/Family:	 2775/11/33
Department:  	Women’s Center
Supervisor:  	Director of the Women’s Center
Position Status:	Regular, Exempt, Full-time
Staff Supervision:	UG student interns, one graduate student
Schedule Note:	occasional evenings and weekend 

Scope of Responsibilities  
The Assistant Director for Educational Initiatives is responsible for providing expertise in the creation, development and assessment of services related to gender based violence for the Duke community.  The incumbent oversees implementation of environmental prevention, intervention, education and training efforts to engage undergraduate, graduate and professional students in the reduction and elimination of gender based violence on campus. 

Duties		
	Training/Programming: Lead the design and implementation of environmental prevention, intervention, assessment, education and training efforts to engage undergraduate, graduate and professional students in the reduction and elimination of gender based violence on campus.
1. Develop and/or update curricula, house course syllabi, manuals and workshops that reflect current research and practice addressing university community needs by utilizing student leaders, staff/faculty, and community service providers to craft prevention and education programs.
2. Serve as a resource for the campus community on gender-based violence through committees, and task forces as requested to improve the status of women on campus or other campus climate issues; develop and maintain relationships with campus, community and national agencies that support the mission of the Women’s Center; identify and seek collaborative partners to further the work of the Women’s Center.

Advising/Helping: Assists students by providing counseling, advising, support, direction, feedback, critique, referral and guidance to individuals and groups. Serve as a knowledgeable staff member on the components of Title IX and the Campus SAVE Act as well as other federal regulations and national campaigns that impact the campus community, policies, procedures and best practices. 
3. Assist with the general promotion of the GVPI through womanist and feminist dialogue about gender based violence through media and technology, producing publications, newsletters, or proactive print pieces, updating the website and calendars, maintaining listservs, posters and other promotional materials.
4. Develop and implement strategies and concrete action plans for engaging men in addressing male violence toward women and other men considering cultural norms and perspectives on the socialization of boys and girls, perceptions of masculinities and what it means to be a man, basic human rights principles and issues around gender equality in a broader sense.
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	Management/Supervision: Facilitate the development of partnerships and efforts to ensure the delivery of high quality services to students and key constituents.
5. Ensure the development and implementation of recruitment strategies for obtaining student facilitators and interns from diverse segments of the community.
6. Supervise student interns in GVPI and one graduate student in the delivery of prevention and educational outreach services and programming.
7. Participate in the design and implementation of short and long term strategic planning and annual budgeting as a member of the Women’s Center team; develop annual work plan, outlining program goals and objectives along with timelines.
8. Manage program budgets and projects by monitoring monthly expenditures, ensuring the timely submission of check requests, reimbursements, and procurement card receipts.
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	Assessment/Evaluation: Design, conduct and critique qualitative and quantitative measures and analyses to shape the climate and programmatic responses in relation to the reduction of gender violence.
9. Evaluate and assesses programmatic effectiveness through regular data collection and analysis, such as focus groups, pre and post surveys, benchmark tracking, or other performance and outcome data; maintain program statistics, including key demographic information on participants, and produce annual programming reports; identify program areas that are below expected performance and devise solutions with the Director and GVPI staff.
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General Qualifications
Minimum required is a Master’s degree in Public Health, Counseling, Social Work, Education or related field and one year full-time, post-Master’s work experience.  Strongly prefer 2-3 years experience as an educator on gender violence in a higher education.

Job-Specific Skills and Competencies
· A thorough understanding of gender violence in a university community.  
· Expertise in understanding the practice and impact of federal regulations, including Title IX and the Campus SAVE Act.
· Ability to work collaboratively with faculty, staff and students at varying levels.  
· Supervisory experience with graduate students and interns is helpful.
· Strong communication, writing and organizational skills with attention to detail.  
· Effective interpersonal skills including a willingness to create an environment that challenges gender based violence and norms yet remains welcoming environment for all people. 
· Expertise in education and service provision from a feminist, anti-oppressive framework. 
· Demonstrated ability to plan and implement programs and outreach for diverse populations including but not limited to men, Latina/o, Asian and Asian American, African and African American and Native American students.  
· Provide short-term crisis support as needed.
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