
Job Description – College Goal Sunday Statewide Coordinator

The following are the tasks for the Statewide Coordinator broken down into categories.  Although the Coordinator is responsible for the completion of the tasks, it may be helpful to have a co-coordinator or others who may assist.

Logistics
· Create working committee to form task force and partners.
· Attend site visit and training.

· Complete grant applications and grant reports.

· Monitor collection and transmittal of completed evaluations to NASFAA.

· Attend all College Goal Sunday national trainings and forums or appoint an alternate.

· Develop and create task force working committees, i.e. outreach/PR; budget; volunteers; site committee; fundraising, etc.
· Establish a timeline for task force meetings.
· Establish a working budget with the assistance of the budget working committee.

· Along with statewide site coordinator, work with site committee working group to establish appropriate sites.
· Along with statewide site coordinator develop site coordinator training.
· Work out communication lines in case of emergencies and unforeseen problems (see Cancellation, Hotline and Follow Up under Resources and Forms).

· Arrange final wrap-up meeting, if needed, to clear up any loose ends.

· Monitor progress and timelines of working committees.
· Confirm sites, coordinators and volunteers.
 Budget

· Web site – decide whether to develop a separate site or link to the national site

· Review all requests for payment.

Sponsors and funders
·  Identify local funding sources and prepare the written proposal to submit to funding sources.

· Obtain scholarships or prize drawings for each site.
Web Site
· Update with current information as needed

· Prepare information for the College Goal Sunday Web site:

~  General information.

~  Site location information.

~  Volunteer form.



~  Resources information
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PR/Media

· Along with outreach/PR working committee decide whether to hire a PR firm.
· Work with outreach/PR committee to develop direct outreach efforts.

· Review all printed publications and update.
Evaluation and Wrap Up

.

· Analyze data from evaluation reports and meet with Task Force. 

· Collect all education prize-drawing entries.
· Write letters thanking all supporters, volunteers and those directly involved with College Goal Sunday.

· Submit interim and final reports required by funding source(s)
· Order volunteer/task force appreciation gifts

Job Description – College Goal Sunday Statewide Site Coordinator

The statewide site coordinator works closely with the statewide coordinator to ensure that sites are chosen in locations accessible to the target population, to find appropriate site coordinators and volunteers and to keep informed of the work of the task force.

· Specific duties include:

· Attend all Task Force meetings.

· Attend the site visit and training.

· Assist in procuring site locations.

· Recruit site coordinators.

· Train site coordinators and volunteers.

· Provide site coordinators with a timeline and list of needs for each site.

· Decide on procedures in case of cancellation due to weather.

· Provide the statewide coordinator with any needs that require funding such as shirts, sweatshirts, giveaways, bags, custodial services, equipment rentals, etc.

· Provide statewide coordinator with translation and interpreter needs.

· Work with site coordinators on outreach/PR strategies in site location.

· Prepare the forms and materials that will be shipped to site coordinators for the event.   

· Assist with gathering, stuffing and coordinating the shipping of boxes to site coordinators.

· Provide all site coordinators with your contact information on the day of the event.

· Set up a process for collecting evaluation forms to be sent to the statewide site coordinator.

· Collect site coordinator and volunteer evaluation forms.

Job Description – College Goal Sunday Site Volunteers
· Develop a list of needs for each site, i.e. financial aid expertise, registration, parking, greeting, collecting of evaluations, child care, equipment, etc.

· Recruit volunteers in the area for each of the volunteer needs.

· Contact appropriate people for site use, custodial needs, equipment needs, etc.

· Set a date for stuffing bags.
· Develop volunteer training.
· Maintain ongoing contact with statewide site coordinator.

· Provide statewide site coordinator with needed volunteer shirts.

· Work with statewide site coordinator to coordinate outreach and PR activities.

· Appoint a volunteer to talk to the media if they come to interview.

· Be aware and enforce the site guidelines as to entities that come to recruit families/students.

· Gather all student/family surveys and send to statewide coordinator.
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