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POSITION TITLE:    
Multicultural Events Coordinator
SUPERVISOR:
      
Events & Activities Coordinator

· Represent CAB in committees for MLK Week and Black History Month

· Collaborate on events with relative student organizations for Hispanic Heritage Month, Dia De Los Muertos, Cinco De Mayo, Asian-Pacific Islander Month, etc.
· Deliver necessary materials from artists to the graphic designers and publicists

· Submit a calendar of events to publicists and web designers, and the Office Assistants of the program support supervisor

· Network on and off campus with fellow students, clubs, faculty, staff and organizations

· Possess the ability to represent the general student population and their interests regarding events

· Tracking information regarding club and student activities in conjunction with SORC, as well as events in the community at large

· Participate in a variety of committees (Global Education Design Team, Unity Fair, Communications, etc.)

· Conceive and develop ideas for daytime campus events, the leadership lecture series, and yearly multicultural programming

· Create on campus emails informing students, faculty and staff of future events

· Maintain constant communication with other college leadership groups and resources

· Work with Graphic Designers and Coordinators to build production schedules for promotional material

· Write copy for promotional material

· Compile and compose information for the SWAP team in a timely manner

· Maintain and continually update an email distribution list for student events 

· Respond to event inquiries

· Coordinate all upcoming events & activities with online mediums and social network sites (Student Leadership webpage, Facebook, MySeattleCentral, etc.)

· Help promote activities and events related to Seattle Central through alternative mediums

· Ensure distribution of promotional materials by tabling weekly

· Coordinate a calendar of events from various sources
Student Leadership 


Position Description





Our Mission:  Student Leadership facilitates leadership development and supports student involvement, creating connections for student success.








