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Title:  Tucker Student Assistant for ASB                                           Category: Temporary (2-3 terms)
Department:  Tucker Center                                                   

        10 - 12 hours per week
Reports to:  Multifaith Advisor                                                       
                 Job Net#: 10977
Position Purpose

The Tucker Student Assistant for ASB is a leadership position designed to provide support to the Multifaith Advisor in the recruitment, interviewing, assessing and planning of the annual Alternative Spring Break trip to Washington, DC. The Fall and Winter terms will focus on assisting with trip preparations and educational programming and Spring term will include creation of set-up templates and notes for future years and post-trip evaluations and development of programming and mentoring opportunities for trip alumni and recruitment of trip leaders for following year.
Key Accountabilities

The Assistant for ASB works closely with the Multifaith Advisor to provide programmatic and administrative support for the ASB.  This includes responsibility for publicity and recruitment of trip participants and developing clear steps and templates for ASB set-up to help make planning smooth and consistent.  Projects may include research, publicity/publication, spreadsheets. It also includes assistance with other various projects as needed in the Tucker Center. Assistant for ASB has the opportunity to lead or participate in trip but must fill out application and go through regular interview process.
Responsibilities:
· Assists with recruiting, interviewing and assessing ASB trip participants
· Assists with administrative aspects of developing educational programs in preparation for trip
· Assists with research and set-up of trip details
· Creates step-by-step templates of ASB trip preparations 
· Assists Administrative Assistant with assembling notebooks of important information prior to trip departure 
· Assists with exit interviews and evaluations after ASB

· Helps develop programming and mentoring opportunities for trip alumni after ASB

· Provides assistance to the Tucker Center for other programs and events, as needed

· Meets regularly with Student Directors and Assistants to enhance all Tucker Center programming and to stay current with Center initiatives 

· Attends at least on MFC per term
· Provides general office support as needed
Performs other duties as assigned
Position Requirements

	Skills & Knowledge

· Interest in faith, spirituality, multi-faith dialogue, and issues of purposeful and ethical living

· Commitment to diversity and to serving the needs of a diverse population. 

· Ability to set clear goals and accomplish work on time
· Strong organizational skills

· Strong verbal and written communication skills
	· Ability to work independently and in a collaborative team approach

· Proficient with technology and computer applications
· Ability to maintain confidentiality

· Highly self-motivated

· Good networking skills

· Ability to work in a complex organization

· Ability to manage the shifting priorities of both short-term tasks and long-term projects


Compensation: $9 per hour                        
There will be no additional benefits.
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