2010-2011 Take-a-Break

Position Description: Student Financial Coordinator

Thank you for your interest in becoming a part of the Take a Break (TaB) Alternative Spring Break coordination team.    

The TaB program provides a significant student leadership opportunity and a chance to create a rewarding, memorable, and valuable learning experience for all involved.  Coordinating the TaB program takes a significant amount of time throughout the academic year, so please carefully consider your availability and commitment.  The information below outlines the general role and criteria of the Student Coordinators, as well as the specifics for the Financial Coordinator.  The application cover sheet is attached or is available at the Office of Community Service Learning (CSL). 

About Take a Break

The TaB alternative spring break program is one of the largest community service initiatives at Willamette.  Since 2000, the program has served a key role in raising student interest, awareness, and action in addressing the complex issues facing our society.   The program is supported in part by the Lilly Foundation. The TaB community, through opportunities created by the Fundraising Coordinator, raises the majority of the costs. Everyone works as a collective community to raise the $60,000 needed each year.  

Program Mission.  The TaB program exposes students to complex social and cultural issues through direct service, experiential learning, group discussion, and individual reflection. The vision is to transform students into advocates of social change on issues affecting our communities. The core mission of the TaB program is CJSS: Community, Justice, Service, Simplicity. These four components are evident in all aspects of the program, from lodging and food to volunteer projects.

Hours and Compensation

The Student Financial Coordinator will work on average 5-8 hours per week, including 4 hours of scheduled office hours during the week.  You will have weekend responsibilities for leader trainings in the fall and community meetings in the spring.  Compensation will be participation in the TaB program trip of your choice without associated fees.
To apply

Each applicant must complete a Student Coordinator application.  Applications can be found in the Office of Student Involvement (UC 2nd floor) and should be submitted to the Office of Student Involvement by 3:00 p.m. on Friday, April 16, 2010.  Please sign up for an interview (30 minute interval) on the sign-up sheet when you turn in your application. 

If you have questions or need any assistance in preparing your application materials, please contact the TaB Program Advisor, Laura Clerc at lclerc@willamette.edu).  Previous TaB coordinators, trip leaders, and trip advisors are also available to answer questions and to share their perspective about the TaB experience.  

Responsibilities and Expectations

The TaB Student Financial Coordinator works with the TaB Program Director, the TaB Program Advisor, and the TaB coordination team to support the work and efforts of the trip facilitators, participants and advisors, specifically in the area of financial management.   In this position, you will be responsible for the handling of all monies, budget management, and fundraising tracking.    

· Attend weekly coordination team meeting, led by Program Director

· Develop weekly budget and fundraising update to be presented at the coordination team meeting. 

· Be responsible for the receipt, counting, and deposit of all monies from participants and donors. 

· Actively manage the general ledger for TaB’s $60,000 annual budget.  

· Work with leaders to develop and approve trip specific budgets

· Set up and track deposit payment schedules for individual participants

· Notify students of and collect overdue deposits. 

· Create and manage fundraising tracker spreadsheet, providing continuously updated snapshots of each participant’s fundraising efforts. 

· Be responsible for collecting receipts and finalizing budgets after all trips have returned. 

· Prepare end of year financial report. 

· Assist program director in planning send off event.

· Uphold the mission, values, and policies of the TaB program.
· Participate on either a winter break or a spring break trip.  

Below is an overview of your responsibilities leading up to spring break 2011.  As you can see, the spring break experience is a culmination of nearly eleven months of dedication and commitment.  

Spring 2010. Attend coordination team retreat. 

Summer 2010.  Begin developing processes for tracking.  Become familiar with GL Report and the TaB budget.     

Fall 2010.  Regularly update fundraising tracker spreadsheet. Prepare weekly budget and fundraising updates. Set up deposit payment schedule.   


Spring 2011. Continuation of fall responsibilities.  Work with trip leaders to prepare trip budgets.  Approve trip budgets upon their completion.  
Spring Break 2011.  Off to your spring break experience!

Spring 2011.  Complete documentation of everything that has been done.  Prepare final budget report. Attend coordination team wrap-up event.  Act as a member on the hiring committee of the 2010-2011 coordination team.    

Desired skills and qualifications

· Previous experience leading TaB or similar alternative break programs

· Commitment to service

· Experience with finance

· Strong organizational, quantitative, communication, and interpersonal skills

· Experience working with and leading groups 
· Ability to make time commitment to program

· A strong ethical code in financial dealings

   2010-2011 Take-a-Break

Position Description: Student Fundraising Coordinator

Thank you for your interest in becoming a part of the Take a Break (TaB) Alternative Spring Break coordination team.    

The TaB program provides a significant student leadership opportunity and a chance to create a rewarding, memorable, and valuable learning experience for all involved.  Coordinating the TaB program takes a significant amount of time throughout the academic year, so please carefully consider your availability and commitment.  The information below outlines the general role and criteria of the Student Coordinators, as well as the specifics for the fundraising coordinator.  The application cover sheet is attached or is available at the Office of Community Service Learning (CSL). 

About Take a Break

The TaB alternative spring break program is one of the largest community service initiatives at Willamette.  Since 2000, the program has served a key role in raising student interest, awareness, and action in addressing the complex issues facing our society.   The program is supported in part by the Lilly Foundation. The TaB community, in opportunities created by the Fundraising Coordinator, raises the majority of the costs. Everyone works as a collective community to raise the $60,000 needed each year.  

Program Mission.  The TaB program exposes students to complex social and cultural issues through direct service, experiential learning, group discussion, and individual reflection. The vision is to transform students into advocates of social change on issues affecting our communities. The core mission of the TaB program is CJSS: Community, Justice, Service, Simplicity. These four components are evident in all aspects of the program, from lodging and food to volunteer projects.

Hours and Compensation

The Student Fundraising Coordinator will work on average 5-8 hours per week, including 4 hours of scheduled office hours during the week.  Hours for this position will vary depending on related events. You will have weekend responsibilities for leader trainings in the fall and community meetings in the spring, as well as any fundraising events that occur on weekends. Compensation will be participation in the TaB program trip of your choice without associated fees.
To apply

Each applicant must complete a Student Coordinator application.  Applications can be found in the Office of Student Involvement (UC 2nd floor) and should be submitted to the Office of Student Involvement  by 3:00 p.m. on Monday, April 24, 2010.  Please sign up for an interview (30 minute interval) on the sign-up sheet when you turn in your application. 

If you have questions or need any assistance in preparing your application materials, please contact the TaB Program Advisor, Laura Clerc (lclerc@willamette.edu).  Previous TaB coordinators, trip leaders, and trip advisors are also available to answer questions and to share their perspective about the TaB experience.  
Responsibilities and Expectations

The TaB Student Fundraising Coordinator works with the TaB Program Director, the TaB Program Advisor, and the TaB coordination team to support the work and efforts of the trip facilitators, participants and advisors, specifically in the area of fundraising.   In this position, you will be responsible for the creation, implementation, tracking, and logistics of all TaB fundraising events and efforts.  

· Attend weekly coordination team meeting, led by Program Director

· Lead weekly fundraising committee meeting. 

· Attend, present, and create enthusiasm regarding fundraising at 3-4 community meetings.

· Develop fundraising event calendar, integrating past fundraisers and creating new opportunities.  

· Research all logistical details of each fundraising event (i.e. WU required paper work, lead time for orders, etc.) 

· Take responsibility for the completion or assignment of any tasks on a day to day basis that need to be completed for a fundraising event.  

· Advertise and gain support for each fundraising event amongst TaB community

· Document each fundraiser in the fundraising coordination binder. 

· Act as a facilitator and be willing to provide support when trip specific fundraisers are proposed

· Assist Program Director in planning send off event

· Uphold the mission, values, and policies of the TaB program.

· Participate on either a winter break or a spring break trip.  

Below is an overview of your responsibilities leading up to spring break 2011.  As you can see, the spring break experience is a culmination of nearly eleven months of dedication and commitment.  

Spring 2010. Attend coordination team retreat. 

Summer 2010.  Begin planning fundraising calendar.  Oversee (in conjunction with Program Director) the parent and family care package fundraiser.     

Fall 2010.  Prepare family and friend letter campaign materials.  Finalize fundraising calendar.  Be prepared to jump into fundraising once participants are selected in November.  


Spring 2011. Fundraising is in full swing!  Be implementing your planned fundraisers, while remaining open and willing to assist trips in planning their own fundraisers.  Encourage excitement and a sense of urgency behind our fundraising campaign.    
Spring Break 2011.  Off to your spring break experience! 

Spring 2011.  Complete documentation of everything that has been done.  Help with any post-spring break fundraisers. Attend coordination team wrap-up event.  Act as a member on the hiring committee of the 2011-2012 coordination team.    

Desired skills and qualifications

· Previous experience leading TaB or similar alternative break programs

· Commitment to service

· Experience with fundraising or event planning

· Strong organizational, communication, and interpersonal skills

· Experience working with and leading groups; facilitating and/or teaching experience

· Ability to make time commitment to program

2010-2011 Take-a-Break

Position Description: Student Public Relations Coordinator

Thank you for your interest in becoming a part of the Take a Break (TaB) Alternative Spring Break coordination team.    

The TaB program provides a significant student leadership opportunity and a chance to create a rewarding, memorable, and valuable learning experience for all involved.  Coordinating the TaB program takes a significant amount of time throughout the academic year, so please carefully consider your availability and commitment.  The information below outlines the general role and criteria of the Student Coordinators, as well as the specifics for the Public Relations (PR) Coordinator.  The application cover sheet is attached or is available at the Office of Community Service Learning (CSL). 

About Take a Break

The TaB alternative spring break program is one of the largest community service initiatives at Willamette.  Since 2000, the program has served a key role in raising student interest, awareness, and action in addressing the complex issues facing our society.   The program is supported in part by the Lilly Foundation. The TaB community, in opportunities created by the Fundraising Coordinator, raises the majority of the costs. Everyone works as a collective community to raise the $60,000 needed each year.  

Program Mission.  The TaB program exposes students to complex social and cultural issues through direct service, experiential learning, group discussion, and individual reflection. The vision is to transform students into advocates of social change on issues affecting our communities. The core mission of the TaB program is CJSS: Community, Justice, Service, Simplicity. These four components are evident in all aspects of the program, from lodging and food to volunteer projects.

Hours and Compensation

The Student PR Coordinator will work on average 5-8 hours per week, including 4 hours of scheduled office hours during the week.  You will have weekend responsibilities for leader trainings in the fall and community meetings in the spring.  Compensation will be participation in the TaB program trip of your choice without associated fees.
To apply

Each applicant must complete a Student Coordinator application.  Applications can be found in the Office of Student Involvement and should be submitted to the Office of Student Involvement by 3:00 pm on Friday, April 16, 2010. Please sign up for an interview (30 minute interval) on the sign-up sheet when you turn in your application. 

If you have questions or need any assistance in preparing your application materials, please contact the TaB Program Advisor, Laura Clerc at (lclerc@willamette.edu).  Previous TaB coordinators, trip leaders, and trip advisors are also available to answer questions and to share their perspective about the TaB experience.  

Responsibilities and Expectations

The TaB Student PR Coordinator works with the TaB Program Director, the TaB Program Advisor, and the TaB coordination team to support the work and efforts of the trip facilitators, participants and advisors, specifically in the area of PR management.   In this position, you will be responsible for all external and internal presentations, maintenance of our online calendar and website, advertising fundraisers and TaB events, and the writing of all press releases.   

· Attend weekly coordination team meeting, led by Program Director

· Update and maintain program website. 

· Manage, update, and maintain the online program calendar.  Act as the approver for trip members adding events onto the calendar.  

· Develop and present information session materials and power point. 

· Develop power points, and possibly present, at any development type requests (i.e. presentations to alumni board, etc.) 

· Be responsible for the maintenance of relationships between TaB and large past or potential donors. 

· Work with Communications to write and submit all press releases. 

· Develop advertising during the application process, for the send-off, and for all fundraising events. 

· Write TaB related emails to be sent out to WU community. 

· Assist Program Director with planning the TaB Send Off.

· Work to develop an official TaB logo

· Design and order TaB t-shirts

· Assist Fundraising Coordinator in the development of fundraising related materials. 

· Uphold the mission, values, and policies of the TaB program.
· Participate on either a winter break or a spring break trip.  

Below is an overview of your responsibilities leading up to spring break 2011.  As you can see, the spring break experience is a culmination of nearly eleven months of dedication and commitment.  

Spring 2010. Attend coordination team retreat. 

Summer 2010.  Begin updating website and calendar.  Start brainstorming new logo.        

Fall 2010.  Develop, schedule, and present TaB information sessions.  Advertise for application process.  Work with Fundraising Coordinator and advertise for any fundraising events. Design the TaB t-shirt.   

Spring 2011. Continuation of fall responsibilities.  Assist in planning the TaB Send Off.  

Spring Break 2011.  Off to your spring break experience!

Spring 2011.  Complete documentation of everything that has been done.  Update website.  Create large donor thank you gifts.  Attend coordination team wrap-up event.  Act as a member on the hiring committee of the 2011-2011 coordination team.    

Desired skills and qualifications

· Previous experience leading TaB or similar alternative break programs

· Commitment to service

· Experience with public speaking, presentations, or public relations.   

· Strong organizational, communication, and interpersonal skills
· Dedication to and respect for the TaB program

· Experience working with and leading groups 
· Ability to make time commitment to program
2010-2011 Take-a-Break

Position Description: Student Logistics Coordinator

Thank you for your interest in becoming a part of the Take a Break (TaB) Alternative Spring Break coordination team.    

The TaB program provides a significant student leadership opportunity and a chance to create a rewarding, memorable, and valuable learning experience for all involved.  Coordinating the TaB program takes a significant amount of time throughout the academic year, so please carefully consider your availability and commitment.  The information below outlines the general role and criteria of the Student Coordinators, as well as the specifics for the Logistics Coordinator.  The application cover sheet is attached or is available at the Office of Community Service Learning (CSL).  

About Take a Break

The TaB alternative spring break program is one of the largest community service initiatives at Willamette.  Since 2000, the program has served a key role in raising student interest, awareness, and action in addressing the complex issues facing our society.   The program is supported in part by the Lilly Foundation. The TaB community, in opportunities created by the Fundraising Coordinator, raises the majority of the costs. Everyone works as a collective community to raise the $60,000 needed each year.  

Program Mission.  The TaB program exposes students to complex social and cultural issues through direct service, experiential learning, group discussion, and individual reflection. The vision is to transform students into advocates of social change on issues affecting our communities. The core mission of the TaB program is CJSS: Community, Justice, Service, Simplicity. These four components are evident in all aspects of the program, from lodging and food to volunteer projects.

Hours and Compensation

The Student Logistics Coordinator will work on average 5-8 hours per week, including 4 hours of scheduled office hours during the week.  You will have weekend responsibilities for leader trainings in the fall and community meetings in the spring.  Compensation will be participation in the TaB program trip of your choice without associated fees.

To apply

Each applicant must complete a Student Coordinator application.  Applications can be found in the Office of Student Involvement and should be submitted to the Office of Student Involvement by 3:00 p.m. on Friday, April 16, 2010.  Please sign up for an interview (30 minute interval) on the sign-up sheet when you turn in your application. 

If you have questions or need any assistance in preparing your application materials, please contact the TaB Program Advisor, Laura Clerc (lclerc@willamette.edu).  Previous TaB coordinators, trip leaders, and trip advisors are also available to answer questions and to share their perspective about the TaB experience.  

Responsibilities and Expectations

The TaB Student Logistics Coordinator works with the TaB Program Director, the TaB Program Advisor, and the TaB coordination team to support the work and efforts of the trip facilitators, participants and advisors, specifically in the area of logistical management.   In this position, you will be responsible for coordinating all travel logistics (flight and ground transportation), collecting facilitator paperwork submissions, and collecting all trip forms.   

· Attend weekly coordination team meeting, led by Program Director

· Develop and implement facilitation team due date schedule.

· Be responsible for setting up and leading 3-4 meetings with WU Travel Center for the setting up of travel logistics. 

· Create and manage a master of schedule of all travel logistics. 

· In conjunction with the Program Director, collect all trip facilitator documents on or before assigned due dates. Assess these documents and discuss any concerns you have with Program Director before providing feedback to trip facilitators. 

· Update all program forms for the 2010-2011 TaB year.

· Set due dates and process for turning in trip forms. 

· Track receipt of trip forms.  Notify and collect from individuals with over due forms.

· Work with trip facilitators to develop and finalize trip itineraries. 

· Be willing to provide assistance with any other logistical matter brought forth by the coordination team.

· Assist Program Director in planning send off event. 
· Uphold the mission, values, and policies of the TaB program.
· Participate on either a winter break or a spring break trip.  

Below is an overview of your responsibilities leading up to spring break 2011.  As you can see, the spring break experience is a culmination of nearly eleven months of dedication and commitment.  

Spring 2010. Attend coordination team retreat. 

Summer 2010.  Begin developing processes for tracking.  Set up first meeting with travel center.      

Fall 2010.  Update program forms. Develop facilitation team due date schedule, implement and begin tracking due dates and deliverables.  Finalize transportation itineraries.   

Spring 2011. Continuation of fall responsibilities.  Track the receipt of program forms. Work with trip facilitators on trip itineraries.   
Spring Break 2011.  Off to your spring break experience!. 

Spring 2011.  Complete documentation of everything that has been done.  Attend coordination team wrap-up event.  Act as a member on the hiring committee of the 2011-2011 coordination team.    

Desired skills and qualifications

· Previous experience leading TaB or similar alternative break programs

· Commitment to service

· Experience with program management, event planning, or logistics management. 

· Strong organizational, quantitative, communication, and interpersonal skills

· The ability to work with a lot of details and information. 

· Experience working with and leading groups 
· Ability to make time commitment to program
