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COLLEGE BOUND ST. LOUIS

EXPANSION VISTA

AMERICORPS JOB DESCRIPTION
Job Title:
Expansion VISTA
Reports to:
Director of Student Persistence 

College Bound St. Louis is an award-winning college preparation and persistence program. The mission of College Bound is to provide promising high school students from under-resourced backgrounds with the academic enrichment, social supports and life skills needed to apply, matriculate and succeed in four-year colleges.  Since our founding in 2006, we have succeeded in helping 100 percent of our graduating seniors earn admission to a four-year college!  We deliver our services with a full-time Leadership Team staff of nine, as well as a team of twenty AmeriCorps and VISTA Members.  To learn more, please visit: www.collegeboundstl.org
Job Summary

The Expansion VISTA will focus on developing and maintaining systems to increase the transfer of organizational knowledge from year to year throughout College Bound and future sites. Responsibilities include documenting higher-level processes, designing tools to analyze persistence outcomes in order to develop a more data-driven program model to ensure the continuing success of the Persistence Program and preparing College Bound for expansion. 
Primary Responsibilities May Include
Research, identify, and capture information on college policies, resources, and contacts that impact student persistence:
· Research school, state and federal policies, synthesize findings, and report them to the persistence team

· Create a rubric for evaluating colleges’ student support systems and financial aid packages 
· Evaluate published research, current organizations, community resources and other tools and services
Prepare College Bound for expansion:
· Design tools to analyze persistence outcomes in order to develop a more data-driven program model

· Enhance scope and sequence documents for program to reflect on-going development

· Consolidate previous documentation of programs and processes
· Standardize materials for program expansion replication 

· Make recommendations for expansion initiatives and/or strategies for increasing effectiveness of current persistence program
Assist Families as Partners VISTA with financial aid renewal and financial management programs:
· Create system to train staff and facilitate 1 financial plan and 2 semester financial reviews for freshmen students

· Coordinate institutional and outside scholarship application, renewal, FAFSA renewal and verification processes for collegians
· Coordinate summer re-enrollment workshops for rising sophomores and juniors focusing on college financial planning and management and credit education

· Create and facilitate workshops to help students learn to budget for loan repayment, personal expense planning, how to invest, and retirement and savings strategies
Oversee Collegian Laptop Program:
· Coordinate with College Bound staff to identify the number of high school seniors participating in the program and their billing 

· Assist with research and purchasing of student laptops and software, and prepare them for distribution
· Manage and execute logistics for distribution of laptops to students and families
· Maintain a tracking system for all payments received and laptops distributed
· Troubleshoot student laptop billing questions and computer technology challenges

Oversee all technical systems within the persistence department, including:

· Student database

· Googledocs

· Filing system on shared drive

· Online collegian surveys

Additional Responsibilities:
· Design a Persistence Coaches Guide to Success

· Using the persistence database, identify and report trends in student financial aid awards

· Provide support for additional tasks and projects as needed

· Attend weekly staff and program meetings
· Volunteer as a chaperone for our Culture, Character, Capacity program
· Assist other AmeriCorps members when they need aid with their projects
Skills and Qualifications
· Bachelor’s degree

· Excellent written and verbal communication skills

· Strong interpersonal and organizational skills

· Strong knowledge of Microsoft Excel and experience with maintaining a database

· Commitment to excellence

· Must be a self-starter with intellectual curiosity

· High energy, and  enthusiastic with a strong belief that young people can succeed

· Driver’s license and automobile required to transport 2 or more students per week
· Must be committed to serve 40-50 hours a week

How to Apply
Interested candidates should visit College Bound’s website: http://www.collegeboundstl.org/AmeriCorpsPositions_60.aspx for more application details. Candidates will be asked to submit a cover letter, resume, College Bound application and copy of college transcript to: volunteer@collegeboundstl.org.  Subject line:  Expansion VISTA.  Mailed correspondence may be sent to:  College Bound, 110 North Jefferson, St. Louis, Missouri 63103.  Please mark the envelope:  Attention: Katie
