Seattle Community Colleges

Employee Services Department

Classified Job Opening Template
Position Title:  Student Veterans Support Coordinator                                           

Location:  Student Support Programs,
Hours & Days:  M-F 8:00 am to 4:30 pm PST, 40 hours per week  
Position SUMMARY
This position coordinates functions that support the events, activities and assessment data collection processes of Student Veterans support services and initiatives, including, but not limited to organizational, technical, and record keeping functions.  
Essential Functions

· Build up and maintain current information about available resources to student veterans inside and outside our campus that support student retention, success, and completion.  Share this information with staff and students in convenient format and advertise it to students.  

· Assemble or collect data to be used to develop and propose new or revised programming, designed to expand and grow student veteran support.  Assist in defining new initiatives and acting as catalyst for implementing successful veteran support programs.

· Provide welcoming and helpful environment to student veterans needing support and resources for success 

· Communicate with student veterans in person, over the phone, via social media, and/or in writing to identify and address needs, answer questions, and provide program information and assistance. 

· Coordinate office use of Vet Corp navigator, VA Psychologist, and onsite presence appropriate resource agencies that provide assistance to student veterans. 

· Train and guide work of work study students placed in the Student Veterans Center
· Verify Veteran’s complete an Education Plan and monitor quarterly progress.
· Work collaboratively with the financial aid office to assist veteran’s in navigating and maintaining funding.  Proactively problem solve unpaid tuition balances prior to the 10th day of each quarter. 
· Complete purchasing and supplies orders and paperwork, travel requisitions, reimbursement expense forms, invoice vouchers, parking permit vouchers, payroll documents; track and maintain asset inventory; 
· Monitor program activities to determine consistency with identified goals and objectives for Student Veteran Support Programs.
· Support outreach strategies such as tabling events or other campus activities to create awareness of resources available to students through the Center. 

· Coordinate and collaborate with other campus departments and the Student Veteran club to ensure effective and efficient resource processes for student veterans.  

· Coordinate outreach to student veterans
· Maintain online presence via social media

· Collaborate with student veteran club

· Plan and coordinate successful veteran support events such as stress management workshop, veteran resource fair.  Actively connect veterans to internal and external resources, monitor and report on results where possible.

· Serve on student veteran support advisory committee and other department and campus committees as assigned.   Attend meetings or conferences as assigned. 

· Maintain and update student veteran support program materials including forms, brochures, web site, etc.
Required Education, Experience & Abilities
· Associate Degree 

· Two (2) years of experience working in student services or human services agencies
· Familiarity with needs of student veterans.                                                        
· Excellent organizational skills and attention to detail

· Proficiency in the use of Microsoft Office Suite software

· Excellent written and verbal communication skills

· Ability to work in a fast paced work environment with frequent interruptions and constantly changing priorities

· Experience working with individuals of various racial, cultural, gender, and socio-economic backgrounds 

Preferred Qualifications

· Bachelor's degree in, human services, psychology, or closely related field 
· Experience working with adults in a higher-education setting
· Intermediate social media skills (Facebook, Instagram, Twitter)
Application Procedures

· List any special procedures for this recruitment (e.g., required questionnaire) 
Supplemental Questions

If you would like to include a list of supplemental questions please attach them with this document. 
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