TENNESSEE STATE UNIVERSITY JOB DESCRIPTION

SAFRA Activity Director

Typically Reports to:   Associate Vice Provost

   

Job Code: 3160

Titles Typically Supervised:    Clerical and  Student Workers  

Grade: 16

General Function

Coordinate and manages the implementation of the Title III SAFRA Retention and Student Success grant and working closely with the Title III Program Administration Office.   The primary responsibility will be to monitor, oversee, and guide four activities though project implementation of key initiatives according to established timeframes as outlined in the approved proposal; and adhere to Title III and university policies and procedures.  
Characteristic Duties & Responsibilities

· Responsible for preparation of reports, collecting data from the projects, analyzing the data, and collapsing it into one set of established objectives, the MBO (Management by Objectives).  

· Responsible for quarterly and end of the year performance reports as deemed necessary.

· Responsible for entering data into Compliance Assist, the university’s planning and assessment system. 

· Manages, in consultation with project manager, the budget overseeing all expenditures ensuring that expenditures are allowable and funds spent in a timely manner to support goals and objectives of the grant.

· Monitors contract expiration dates and notifies appropriate individuals or same.

· Maintains an electronic accounting record of all Title III expenditures with attached supporting documentation
· Attends periodic budget meetings and clears all encumbrances from the account before the end of the fiscal year.

· Develops budget for the following year, when applicable.  
· Ensures all paperwork is routed via the appropriate channel to the Title III Office for approval.

· Maintains inventory log of all equipment purchased with Title III funds.

· Attends various meetings, trainings, and other conferences related to position as requested.
· Attends Title III meetings when requested, participate in the implementation of internal and external evaluations.

· Makes presentations to various groups, faculty, staff and administrators regarding this project as requested.

· Organizes, develops, and disseminates brochures, pamphlets and other informational material publicizing the availability of student and academic services provided by the Project.
· Designs, implements, and monitors the Project program evaluation.
· Assures accurate documentation of the Student Support Services Project fiscal records, student records, and evaluation data.
· Establishes and maintains effective and cooperative working relationships with various faculty, staff, and students; and maintains inter-program and interdisciplinary communications.
· Participates in professional organizations and maintains an understanding of current ideas, research and practices pertaining to the areas of responsibility for this position.
· Performs other related duties as assigned or requested.

Education 
Doctorate degree in education, counseling, psychology, social work, career development or a closely related field is required from an accredited institution.
Experience
Requires minimum of two (2) years experience in an academic support setting and/or related activities at the college/university level.  

Knowledge/Skills/Abilities 
Familiar with federal reporting and budget management, academic advisement and counseling, administration and supervision. Must have demonstrated leadership, interpersonal, written and oral communication, problem-solving, organizational, and presentation skills.

The intent of this job description is to provide a representative summary of the type of duties and responsibilities that will be required of the position given this title and shall not be construed as a disclaimer of the specific duties and responsibilities of any particular position.  Employees may be requested to perform job related tasks other than those presented in this job description.
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