UNIVERSITY OF KANSAS

Position Announcement

Emily Taylor Center for Women and Gender Equity (ETC4WGE)
Educational Program Coordinator

(Working Title: Assistant Director) 

General: As a premier international research university, the University of Kansas is committed to an open, diverse, and inclusive learning and working environment that nurtures the growth and development of all. KU holds steadfast in the belief that an array of values, interests, experiences, and intellectual and cultural viewpoints enrich learning and our workplace. The promotion of and support for a diverse and inclusive community of mutual respect require the engagement of the entire university.  The Emily Taylor Center, a program of the Office of Diversity and Equity, has an institutional responsibility to enhance and strengthen diversity and inclusion at the University of Kansas by providing programs, services, and advocacy which promote gender equity.
Position Description:  
The Assistant Director for ETC4WGE actively participates in the development, planning, and administration of the Center’s service delivery, advocacy, and educational programming efforts to achieve the mission and goals of the Center focusing on creating an equitable campus climate through advocating for gender equity.  
The Assistant Director (AD) coordinates ETC4WGE programming and works with the Director on coordinating service delivery efforts.  This includes developing and implementing educational programs; working with the Director in developing new initiatives; overseeing Center marketing, promotion and outreach; overseeing Center administrative functions; preparing reports; conducting assessment; and providing assistance and referrals to campus community members.   The AD works with campus and community partners to foster collaborations to enhance shared goals. The AD supervises a part-time graduate intern and paid/volunteer students.  The AD is responsible for oversight of ETC4WGE in the absence of the Director.  S/he also has responsibility for departmental activities, projects, and planning as a member of the Office of Diversity and Equity team. 

Job Description:

1. (30%) Manages ETC4WGE educational programs and events. Responsible for oversight of program development, promotion, and implementation including: identifying needs; developing program ideas based on campus, community, and national issues and trends; contacting speakers; arranging for space, equipment, and materials; monitoring budget; generating promotional materials and outreach efforts; overseeing details during the event; and assessing outcomes.  
2. (15%) Presents workshops and trainings on issues related to gender (can include topics such as healthy relationships, gender in the media, leadership development, equity, gender disparities) to student groups, campus organizations, and departments. 

3. (15%) Initiates and coordinates Center marketing and outreach to provide information, foster partnerships, and promote Center programs and services. Includes creating engaging marketing and publicity materials, reaching out to campus groups and organizations, and overseeing maintenance of Center website and social media platforms.

4. (10%) Coordinates the office management functions of the ETC4WGE.  May include managing student staff, ordering supplies, overseeing and coordinating schedules.

5.  (10%)  Supervises a part-time graduate intern and one or more student hourly employees.  

6.  (10%) Assists and supports the Director in short and long-term strategic planning and assessment efforts.
7. (5%) Provide information, assistance, advocacy, and referrals related to gender-based concerns to members of the campus community and create and maintain professional liaisons and relationships with pertinent campus and community members and organizations to facilitate service delivery and program collaboration. Participate in ETC4WGE, departmental, and campus-wide committees and projects as assigned.  

8. (5%) Assist the Director of ETC4WGE in other designated responsibilities.

9. Evening and weekend work hours required.  Individual must have a phone and must live/reside within a 30-minute driving time to campus.

Required qualifications:

· Masters degree in counseling, social work, student personnel or other related field (completed by start date).
· Minimum of one year experience developing and presenting programs and/or workshops, and developing educational materials.

· Minimum of one year experience working with gender-related issues affecting college students in a college setting.
· Minimum of one year experience in developing strategic planning and goal setting.

· Demonstrated effective written communication skills.

Preferred qualifications:

· Knowledge of and/or or experience in working with gender equity, social justice and sexual violence.
· Training or experience facilitating interactive workshops/discussions with small and large groups.
· Knowledge and/or experience in assessing program outcomes.
· Experience working collaboratively with individuals of diverse backgrounds.
· Knowledge of and/or experience with website development and social media
· Ability to work independently within general policy guidelines.
Salary:

Minimum starting at $41,299. 
Start Date: 
 ASAP
To Apply:  
Complete online application and attach cover letter, resume, and the names and addresses of three references at http://jobs.ku.edu.
The University of Kansas is an equal opportunity/affirmative action employer.  Applications are sought from all qualified persons regardless of race, religion, color, sex, disability, veteran status, national origin, age, ancestry, sexual orientation, marital or parental status.

