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OT Position Descriptions

For

Students For Literacy Ottawa (Frontier College)

April 2006 draft

All OT members will be expected to:

· Communicate all challenges, concerns, news, etc. to the Ottawa Intern

· Attend a planning “retreat” in early September (this is a day-long event)

· Attend a monthly meeting of approximately 2 hours.  Time and location TBA, but will be as convenient as possible for all required attendees. 

· Be familiar with (and follow) the objectives, mission statement and philosophies of Frontier College
· Assist with at least two of the following:
· Postering in the Fall (on campus and in community)
· Sitting at a recruitment table
· Conducting screening interviews after Fall orientation sessions.
· Provide the Intern with a copy of your schedule at the beginning of each semester.
	Position Title: Campus Representative (1 at uOttawa, 1 at Carleton)

	Requisite Skills/Qualities:

· Event coordination skills

· Outgoing personality

· Creativity

· *Must be a student at Carleton or Ottawa U* 

· Basic knowledge of literacy issues/desire for action 

· Prior involvement with Frontier College is an asset

	Specific Responsibilities:

· Complete all necessary paperwork for clubs renewal with CUSA/SFLO [beginning of school year]
· Coordinate approval and distribution of recruitment literature on campus (posters, brochures, etc.) following the guidelines of campus security, student federation, etc. [late August, early September] Note: Posters need a stamp of approval from campus admin before they can be distributed.  Posters will be designed by Communications Officer.  Intern will provide you with all prepared materials.
· Coordinate a recruitment table for Clubs Week and or the Volunteer Fair at your university [at least one day in both September and January]  Note: SFLO has a display board, literature, freebies, etc. for the table.  There is opportunity for a bit of creativity in how you choose to set it up, etc.  Literature must be submitted to campus security each year for approval.
· Attend campus clubs meetings on behalf of Students for Literacy Ottawa
· Book rooms on campus, as requested by OT members
· Communicate all relevant information on special events, etc. to student clubs and associations on campus.  Establish a club presence on campus, liaise with other student clubs and forge links with clubs with similar interests.
· Attend the Fall Information Session at your campus and assist the Intern (presenter) as necessary.  This includes assisting with screening interviews at the session.
· Attend monthly OT meetings to keep updated on SFLO happenings

	General Responsibilities:

All OT members will be expected to:

· Communicate all challenges, concerns, news, etc. to the Ottawa Intern

· Attend a planning “retreat” in early September (this is a day-long event)

· Attend a monthly meeting of approximately 2 hours.  Time and location TBA, but will be as convenient as possible for all required attendees. 

· Be familiar with (and follow) the objectives, mission statement and philosophies of Frontier College
· Assist with at least two of the following:
· Postering in the Fall (on campus and in community)
· Sitting at a recruitment table
· Conducting screening interviews after Fall orientation sessions.
· Provide the Intern with a copy of your schedule at the beginning of each semester.

	Time Commitment:

8 hours OT retreat in early September.  Approximately 20 hours in August- September.  Average 5 hours/month in October to April.


	Position Title: Applications Officer

	Salary: $10/hour for a maximum of 20 hours.

	Requisite Skills/Qualities:

· Officer must be a student and must have previous volunteer experience with Frontier College

· Administration Skills (managing files and paperwork)

· Coordination Skills

· Ability to work with deadlines.

· Detailed knowledge of Frontier College’s recruitment and screening procedures (a handbook is available)

· Knowledge of the latest policies and procedures for Background Clearance Checks at Ottawa Police Services (a handbook is available)

	Specific Responsibilities:

· Prepare a file for each person applying for a volunteer position.  (All forms, documents, etc. have already been developed.)
· Conduct (2) reference checks for each new applicant using standard interview form.
· Coordinate the reference checks (ie. keep a sign-out sheet if other OT members take files to do reference checks at home, etc.)
· Collect Fall police check forms and submit to Ottawa Police Services [in September only], including police checks for returning volunteers
· Enter new volunteers into the Volunteer Database on Frontier College’s Intranet site.  (instructions are available)
· Ensure every new applicant is scheduled for an interview. (Entire OT will help with interviews at the Orientation Sessions.  Intern will conduct additional interviews one-on-one.)
· Keep the Ottawa Intern up-to-date with the state of volunteer applications.  Notify the Intern of any issues that arise.
Note: Intern will field all inquiries about volunteering that come through e-mail/phone.

Note: Applications Officer could be a member of the OT holding another OT position.

	General Responsibilities:
· Communicate all challenges, concerns, news, etc. to the Ottawa Intern

· Attend a planning “retreat” in early September (this is a day-long event)

· Be familiar with (and follow) the objectives, mission statement and philosophies of Frontier College
· Assist with at least two of the following:
· Postering in the Fall (on campus and in community)
· Sitting at a recruitment table
· Conducting screening interviews after Fall orientation sessions.
· Provide the Intern with a copy of your schedule at the beginning of each semester.

	Time Commitment:

8 hours (volunteer) at OT “retreat” in September.  Max 20 hours (paid) between mid-September and Thanksgiving.


	Position Title: Communications Officer

	Requisite Skills/Qualities:

· Excellent Communication Skills (particulalry writing skills)

· Basic knowledge of blogger.com, wikis, websites, and Yahoo! groups would be an asset

· Prior experience producing a newsletter (or similar item) would be an asset

· Creativity

· Basic knowledge of literacy issues/desire for action

· Prior involvement with Frontier College is an asset

	Specific Responsibilities:

· Develop/update recruitment posters, brochures, etc. with assistance from the Ottawa Intern
· Keep the Ottawa section of the frontiercollege.ca Web site updated.  (Note: No Web design skills are required.)
· Take minutes at monthly OT meetings and format afterwards.  (Intern will distribute via e-mail.)
· Compile a monthly (or bi-monthly) newsletter of OT, volunteer, and community partner contributions.  (Intern will distribute via e-mail.)
· Update the SFLO blog as necessary with SFLO news.  Moderate any comments posted to the SFLO blog.  (Note: All SFL members are welcome to contribute to the blog.)
· If/As the need arises, create Press Releases, PSA’s, etc. to promote literacy awareness in the area.  Assist the fundraising and special events officer with written Scrabble Night in Canada promotions.
· Assist the Intern with the assembly of training packages, etc.
· Develop communications materials as necessary (ie. Volunteer appreciation certificates, etc.)

	General Responsibilities:
· Communicate all challenges, concerns, news, etc. to the Ottawa Intern

· Attend a planning “retreat” in early September (this is a day-long event)

· Be familiar with (and follow) the objectives, mission statement and philosophies of Frontier College
· Assist with at least two of the following:
· Postering in the Fall (on campus and in community)
· Sitting at a recruitment table
· Conducting screening interviews after Fall orientation sessions.
· Provide the Intern with a copy of your schedule at the beginning of each semester.

	Time Commitment: 20-30 hours in August/September (including 8-hour OT retreat).  6 hours/month thereafter.


	Position Title: Site Coordinator (7; one at each program)

	Requisite Skills/Qualities:

· Valid police check required

· Excellent interpersonal skills (May include communicating with ESL parents and learners.)

· Administration Skills (May include learner registration, attendance, etc.)

· Coordination Skills – comfortable “dreaming up” and leading group activities for program participants; encourage leadership development among other volunteers

· Creativity

· Prior experience as a Reading Circle/Homework Club volunteer is an asset

· Basic knowledge of literacy issues/desire for action

	Specific Responsibilities:

· Prepare a “goodies” package for the training manual (template provided) with info on your program, age group, etc.  Intern will assist.
· Attend, and assist the Intern with, fall new tutor training, to meet new volunteers and start developing team dynamics
· Coordinate a small team of volunteers (3 to 8 people) and encourage a community spirit among volunteers at your site
· Meet with Community Partner and Ottawa Intern at beginning of the year to establish basic program plan, etc.
· Serve as the main link between SFLO and the community partner.  Communicate all news from the community partner to the Intern.
· Coordinate weekly activities at your program site
· Register learners and keep track of learner attendance.  (Not required at every site.)
· Keep track of volunteer attendance.  Notify Intern of attendance issues and/or any other volunteer-related concerns.
· Communicate important information from the OT to the volunteers at your site.
· Communicate with Community Partner
· Basic communication with parents of learners (not applicable to all programs)
· Attend at least the first half of monthly OT meetings (ie. first hour of 2 hours) to provide a program update.  If unable to attend, provide Intern with a short (ie. one-page) summary of your program news/concerns to be presented to the OT.
· Keep Ottawa Intern up-to-date with goings-on at your program (good and bad!)
· Support volunteers with challenges, etc.  (Intern is available to assist in this area.)

	General Responsibilities:
· Communicate all challenges, concerns, news, etc. to the Ottawa Intern

· Attend a planning “retreat” in early September (this is a day-long event)

· Be familiar with (and follow) the objectives, mission statement and philosophies of Frontier College
· Assist with at least two of the following:
· Postering in the Fall (on campus and in community)
· Sitting at a recruitment table
· Conducting screening interviews after Fall orientation sessions.
· Provide the Intern with a copy of your schedule at the beginning of each semester.

	Dates/Time Commitment: 

Week following Thanksgiving through to First week of December.  Third week in January through first week in April. Approx 1 hour per week at program, plus 1-2 hours per week preparations and communications.  1-hour OT meeting once per month.


	Position Title: Fundraising and Special Events Officer

	Requisite Skills/Qualities:

· Event coordination experience

· Marketing experience

· Experience communicating with media, etc.

· Administration skills (booking venues, handling registration fees, etc.)

· Basic knowledge of literacy issues/desire for action

	Specific Responsibilities:

· Serve as the main coordinator for fundraising events, specifically Frontier College’s Scrabble Night in Canada
· Work with the Communications Officer to develop a communications/marketing plan for the event
· Research and book a location and date.
· Coordinate all behind-the-scenes activities for group Scrabble Night in Canada
· Assist volunteers and supporters who want to organize their own parties at home (ie. provide necessary information, etc.)
· Assist the Ottawa Intern with organizing the annual literacy conference (booking space, ordering food, etc.)
· Assist the Intern with year-end volunteer appreciation activities, as needed.
· Attend monthly OT meeting.
· Research other possible fundraising initiatives.

	General Responsibilities:
· Communicate all challenges, concerns, news, etc. to the Ottawa Intern

· Attend a planning “retreat” in early September (this is a day-long event)

· Be familiar with (and follow) the objectives, mission statement and philosophies of Frontier College
· Assist with at least two of the following:
· Postering in the Fall (on campus and in community)
· Sitting at a recruitment table
· Conducting screening interviews after Fall orientation sessions.
· Provide the Intern with a copy of your schedule at the beginning of each semester.

	Time Commitment:

8-hour retreat in Aug/September.  Approximately 40 hours of work from September to February towards Scrabble Night in Canada (to be held in February).  Approximately 10-20 hours towards Literacy conference (in November to January).  2 hours per month OT meeting.
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