CLARK ATLANTA UNIVERSITY
Job Description

Position Title: |Assistant Program Coordinator
Department: Office of Community Standards-Google Scholar Academy

Reports To:

The following statements are intended to describe the general nature and level of work to be performed and are not
intended to be construed as an exhaustive list of all responsibilities, duties and skills required of personnel so classified. All
duties listed are essential functions for the position. It is understood that other related duties may be assigned.

General Function (Description):

The Google Scholar Academy is a Career-Readiness and Student Development Academy created as a partnership between Clark Atlanta University and Google, Inc.
The Academy is managed by the Program Coordinator. The Assistant Program Coordinator will support the Program Coordinator in managing while providing effective
programming and student development for the students of the Google Scholar Academy. The Assistant Program Coordinator’s primary responsibilities will be assisting
in the planning and execution of the 3-Week Google Scholar Summer Bridge Experience and ensuring the smooth operation of the program throughout the academic
year and student’s matriculation. This individual will work closely with students, faculty, and staff to deliver an impactful experience for Google Scholars at Clark
Atlanta University.

Examples of Duties and Responsibilities:

« Assist the Program Coordinator in developing and executing programming designed to foster student development and success within the
Google Scholar Academy.

« Play a key role in the planning, logistics, and coordination of the 3-Week Google Scholar Summer Bridge Experience, ensuring all aspects
of the program are organized and executed efficiently.

« Provide direct support to Google Scholars by offering guidance, mentorship, and academic resources during the program.

« Collaborate with faculty, staff, and other stakeholders to create a supportive and enriching environment for Google Scholars.

« Coordinate the schedule of events and activities for the Summer Bridge Experience, including workshops, seminars, networking events,
field trips, and other student development initiatives.

« Assist with the recruitment and selection of program participants and volunteers, as well as support efforts to engage and retain students.
« Help with communication efforts, including sending out program updates, reminders, and any necessary information to students and staff.
« Assist in monitoring and tracking student progress, providing feedback, and making recommendations for academic and personal growth.
« Help develop and maintain program materials, resources, and presentations for students and faculty.

« Serve as a resource for students, answering questions and providing support for any issues related to the program.

« Ensure that all program activities align with the goals of the Google Scholar Academy and support the academic and professional growth
of students.

Knowledge, Skills and Abilities:

« Bachelors, Masters Preferred in Education, Social Sciences, any a related field, or equivalent work and education.
« Strong interest in student development, programming, and supporting academic success.

¢ Excellent communication and interpersonal skills.

« Ability to work independently and collaboratively in a fast-paced environment.

« Previous experience in academic programs, student affairs, or event planning preferred.

 Strong organizational skills and attention to detail.

Minimum Hiring Standards:

Education Bachelors, Masters Preferred in Education, Social Sciences, any a related field, or equivalent work and education.

Years of Experience

Years of Management/Supervisor
Experience

Clark Atlanta University is an Equal Opportunity/Affirmative Action Employer
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