
Kalamazoo Regional Educational Service Agency[image: image1.jpg]I alamazoo

—~ N\




                     
Job Description


Job Title:  

CACAN Coordinator
Reports To:  

Assistant Superintendent of Secondary Programming and EMC

 
FLSA Status:  
Non-Exempt  




Prepared By: 

Human Resources
Approved By:
N/A
Prepared Date:  
05/ 2012
Last Revised Date:
01/2015
Summary:
Support the goal of increasing college enrollment throughout the Kalamazoo RESA District.
Essential Duties and Responsibilities:

· Support the goal of increasing college enrollment through projects identified in the

CACAN Action Plan
· Work directly with The Learning Network of Greater Kalamazoo, the funding agent

for the College and Career Action Network and Kalamazoo RESA, the operational

and fiscal oversight agent
· Work with district liaisons and community contacts to provide systemic coordinated

and cross community early postsecondary access activities K-12 such as career

education and postsecondary awareness; college visits, financial aid and application

seminars, scholarship identification, and postsecondary persistence preparation for

students
· Assist districts to engage students’ families in all postsecondary access activities so

families know how to help their children navigate into postsecondary education,

persist, and achieve a degree, certificate, or license
· Help districts differentiate postsecondary access strategies, including specialized

assistance such as mentoring, for first generation postsecondary students and low income

families, as outlined in the CACAN Action Plan
· Provide leadership and support to enhance the culture of learning across

Kalamazoo County, helping to secure a highly educated workforce supportive of a

knowledge economy
· Work with multiple community partner organizations to develop and implement

CACAN activities
· Build relationships and collaborate with local, state, and national organizations such

as the Michigan College Access Network to leverage resources, including assisting

with securing grants and other funding
· Develop and maintain effective communication systems among all program

partners
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 Job Title:  CACAN Coordinator
Essential Duties and Responsibilities (cont.):

· Review and monitor the collection and entry of baseline and benchmark data to

show program progress, reporting frequently, as outlined in The Learning Network of

Greater Kalamazoo Action Plans
· Assist with annual budget development and provide effective stewardship of
CACAN financial resources
· Ensure all internal and external communications are aligned with and are supportive

of CACAN’s mission
· Regular and consistent attendance

· Other duties as assigned
Must have knowledge of and comply with the policies and procedures contained in the Kalamazoo RESA handbook.

Education and/or Experience:  

Bachelor’s degree in a related field.  Experience with program and community development.
Certificates, License, Registration:

If applicable.
Other Skill & Abilities:

Experience with working with diverse populations

Attitude of acceptance and esteem for students within the special populations

Works in a team oriented fashion

Interpersonal skills to effectively interact with people 

Ability to efficiently use computer and applicable software 

Ability to problem solve

Ability to read, analyze and interpret data 

Ability to write reports, correspondence and procedures 

Effectively present information in front of groups and engage with audience

Maintains confidentiality
Displays willingness to support and make decisions with sound judgment in a timely manner

Excellent communicator including listening skills, oral and written ability

Adapts to frequent changes in the work environment

Practices safe work habits

Used equipment and materials properly
Supervisory Responsibilities:  

This job has no supervisory responsibilities.

Page 3                                                           


 Job Title:  CACAN Coordinator
Physical Demands:

Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. The employee is frequently required to reach with arms and hands, stand, walk and sit. The employee must frequently lift and/or move up to ten pounds and occasionally lift and/or move up to 25 pounds. Specific vision abilities required by this job include close vision, depth perception and ability to adjust focus. The employee is expected to drive between Kalamazoo RESA buildings, local districts and to workshops, trainings and conferences.

Work Environment:   

Office environment with little exposure to excessive noise.

The employee shall remain free of any alcohol or nonprescribed controlled substance in the workplace throughout his/her employment in the District.
It is the policy of Kalamazoo Regional Educational Service Agency that no discriminating practices based on gender/sex, sexual orientation, race, religion, height, weight, color, age, national origin, disability or any other status covered by federal, state or local law be allowed during any program, activity, service or in employment. The following position at Kalamazoo RESA has been designated to handle inquiries regarding the nondiscrimination policy. Human Resources Administrator, Tom Zahrt. Contact information: 269-250-9200, 1819 E. Milham Avenue, Portage, MI 49002

