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Exempt

Position# 100295 

ESSENTIAL FUNCTION

Responsible for coordinating operation of the AmeriCorps grant program administered by Oklahoma Money Matters (OKMM), a financial literacy initiative of the Oklahoma State Regents for Higher Education and Oklahoma Guaranteed Student Loan Program.

RESPONSIBILITIES AND DUTIES

· Assists OKMM Director in the development and support of partnerships and collaborative projects with educational institutions, community groups, service organizations, and various other constituencies.

· Assists in the general administration of the OKMM AmeriCorps program.

· Oversees the daily operation of all field sites, serving as primary liaison between site representatives, AmeriCorps members, and the OKMM office.

· Actively recruits field sites and assists in site efforts to recruit AmeriCorps members.

· Conducts training sessions for Site Supervisors and AmeriCorps members.

· Facilitates site development and reporting, membership documentation and member service opportunities.

· Monitors site and member execution of the program’s administrative requirements and community service objectives. 

· Organizes program-wide activities for AmeriCorps members.

· Coordinates special projects as needed.

· Other similar duties as assigned.

POSITION QUALIFICATIONS

Bachelor’s degree required.  At least three (3) years experience with community service programs, outreach programs or a closely related field is required. 

Candidate must be able to show evidence of demonstrated interest in financial literacy, leadership, team-building and organizational development skills.  Exceptional attention to detail, innovative and energetic attitude, and excellent writing and public speaking skills are required.  Proficiency in use of technology required.  Extensive in-state travel and some out-of-state travel required for this position.

SUPERVISION

The employee performs work under the supervision of the Oklahoma Money Matters Director.

Interested candidates may submit a cover letter and resume to:

OSRHE, Human Resources, P.O. Box 108850, Oklahoma City, Oklahoma 73101-8850.

Fax #: (405) 225-9230

E-mail: hr@osrhe.edu
The Oklahoma State Regents for Higher Education is an equal opportunity employer.
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