Employment Opportunity





         


                              EO No: 2013-083
	College of Micronesia–FSM
Human Resources Office
P.O. Box 159
Kolonia, Pohnpei, FSM 96941
Phone: 691-320-2480  Fax: 691-320-2479


Opening Date:  July 3,2013


    Closing Date:  August 2, 2013
Position and Salary:                                                     Student Services Coordinator 
“Position is eligible for housing and transportation benefit”                              M/7/A $16,124.00PA 

Location:                   


                                 Chuuk Campus 








       P.O. Box 879






                                              Weno, Chuuk   96942

Class Definition: Under the supervision of the Vice President for Student Services, the student services coordinator is responsible for all student services activities at the campus. This position is responsible for the following areas: financial aids office, admissions, records and retention, counseling, sports and recreation, and residential hall and dispensary. The student services coordinator is a line administrator responsible for the day to day supervisor and direction of the student services program at the campus. 
Duties:  Under Student Services: Coordinate with VPSS, FAO, OARR, Lead Counselor, Residential and Campus Life Office at the National Campus; liaise with the SBA, island community, campus faculty and staff; implement and evaluate student services policies and procedures; coordinate evaluation and assessment of student services and activities; plan and coordinate student program activities and budget; supervise and evaluate student services staff; coordinate student services programs, workshops, and training for the campus; serve on committees as assigned at both local and national campus; keep campus faculty and staff updated on current student services activities and policies; serves as a Dean of Student in student disciplinary process; prepare and submit relevant reports to necessary individuals and offices in the timely manner. Under Campus Administration Council: assist the campus administration council providing administrative management and leadership in the development, management and operation of the state campus; assist in formulating and administering of the college policies and procedures including short-term and long term plans and objectives; assist in articulating the status and need of the campus to administrators, fund granting authorities, and citizen groups; assist in completing construction/renovations of the campus facilities; assist in the maintaining of accreditation standards; improving of the college and campus image in the community; represent the college and the state campus in the community, national government, students and other officials; attend relevant training initiatives; serves on committees and perform other related duties as assigned. 
Minimum Qualifications:    Bachelor’s degree in Education, Social Sciences or related field from a US accredited institution and five [5] years of progressively responsible experience in providing educational services, counseling or other assistance to students or related groups. Must have proficiency in computers; good oral and written communication skills; supervisory skills, team work ability and cultural sensitivity are essential.
Contact: Applications are available at the College of Micronesia–FSM Human Resources Office, state campus sites or the college’s website at www.comfsm.fm. 

Process: Applicants must submit an interest letter, COM-FSM Employment Application form, resume, official & hard copies of college transcripts to be mailed directly from schools to COM-FSM, 3 up to date letters of recommendation to Human Resources Office at the address above or send via E-mail to hro@comfsm.fm no later than August 2,2013  Review and interview will follow shortly.  
The College reserves the right to request or require from any applicant additional documentation or certification in addition to the minimum requirements stated in this advertisement in order to be considered for this position.  All persons applying must meet or exceed any additional qualifications required in the COM-FSM Personnel Policy and Procedure Manual. 

	The College of Micronesia–FSM is an equal opportunity employer.


FSM Citizens are encouraged to apply

