FAIRMONT STATE GEAR UP
ANNOUNCEMENT OF IMMEDIATE OPENING
POSITION:
Fairmont State GEAR UP Resource Liaison
LOCATION:
University HS
SALARY:
$10.75 per hour up to 60 - 80 hours per month

This position will be contracted through Fairmont State and taxes will not be withheld.

CONTRACT:
This position will begin August 1, 2010, and end June 15, 2011.  This contract is contingent upon funding.
QUALIFICATIONS:
-
Computer/Internet skills
· Highly organized and detail-oriented
· Oral and written communication skills
· Able to work independently without close supervision
· Able to work with others in planning and organizing events

· Leadership skills

· Flexible schedule; must be able to work hours at the school during the day and also some evening hours.
RESPONSIBILITIES:
General Responsibilities include but are not limited to:

· Attend the Fall Conference September 26-28, 2010 at Waterfront Hotel in Morgantown;

· Ability to check email daily;

· Assist the school counselor(s)/GEAR UP site coordinator in providing student and parent awareness of education opportunities beyond high school and financial aid resources;
· Establish/maintain the GO Center and work with the trained G-Force members (student mentors) in providing activities;


-
Design and generate newsletters as needed;
· Design of promotional fliers and posters for school events and activities;

-
Assist and/or coordinate the details associated with field trips and special events;
· Serves as a direct liaison for Fairmont State; 
· Assist with data entry, data collection, and baseline data survey completion as needed to complete data and evaluation needs of the grant;
· Ability to meet all deadlines as required;

· Assist in coordinating parent activities;
· Serve as needed in coordinating the Student Advisory Committee;
· Assist the Site/County Coordinators in implementing grant goals, activities, events, as needed;
· Collect and follow-up on Effort Turnaround Reports as needed;
· Track progress of site in meeting grant goals;
· Assist Site Coordinator in designing, disseminating, collecting, and tallying evaluation forms for project events;

· Assist in maintaining the digital scrapbook and in completing the annual summary of site activities;

· Attend site activities as available;

· Assist in overall project management, details, logistics, facilitation as needed;

· Submit progress reports as requested by Fairmont State and attend one monthly Liaison meeting and one monthly GEAR UP meeting;
· Participate in additional training as needed;

· Other services as identified as they pertain to the grant implementation.
REPORTS TO:
FSU GEAR UP Director and/or her designee
APPLICATION:
Send a letter of interest (please include the school and position that you are seeking), resume, and 2 recommendation letters to:

Fairmont State GEAR UP 


1201 Locust Avenue 


Fairmont, WV  26554

APPLICATION DEADLINE:
Until filled
JOB POSTINGS:
Postings have been sent to County BOE Offices, GEAR UP High Schools, and is also posted at the GEAR UP website:  www.fairmontstate.edu/gearup 

EQUAL EMPLOYMENT OPPORTUNITY:  "Equal employment opportunity will be granted to all persons regardless of age, race, creed, sex, national origin, or handicap and no discrimination based upon such factors will be made in salary, promotion, demotion, transfer or termination of any employee."

