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NORTH DAKOTA STATE COLLEGE OF SCIENCE


Human Resources Office


800 North 6th Street


Wahpeton ND 58076
	INTERNAL/EXTERNAL POSITION VACANCY

	POSITION:
	Retention Coordinator       
This is a full-time, 12 month position (New)

	POSITION

DESCRIPTION:
	Primary responsibilities include providing leadership for the NDSCS First Year Experience initiative, teaching an FYE course, and serving as a pre-enrollment advisor for incoming students.  The successful applicant will be a dynamic individual who is student orientated, self-directed and can manage or lead multiple projects

	QUALIFICATIONS

REQUIRED:
	(Must support the mission, vision and values of NDSCS 

(Bachelor’s Degree 
(Six months post college work experience
(Excellent written & oral communication skills
(Excellent interpersonal skills
(Broad Knowledge of student development
(Broad knowledge of higher education

 (Ability to work or lead in a team environment
( Self motivated
( Demonstrated organizational skills
( Project a positive and professional image

( Computer literate with proficiency in word processing
( Demonstrated ability to support a two-year college philosophy

	QUALIFICATIONS
PREFERRED:

	( Masters Degree 
( Involvement with first year experience initiatives
( Curriculum development experience
( Teaching or training experience
( Proficient in the use of spreadsheet and PowerPoint software
( Strong formal presentation skills in a group setting
( Experience in a two-year college setting
( Knowledge or experience as an advisor
( Demonstrated experience with student development

	SALARY:
	DOE plus full benefit package 

	BENEFITS:
	Paid family or single health insurance, life insurance, annual leave,  sick leave, employee tuition waiver, spouse/dependent tuition discount and retirement 

	DATE AVAILABLE:
	July 1, 2008

	SCREENING BEGINS:
	May 20, 2008

	CONTACT:
If needed, please contact Human Resources for accommodation or assistance in the application or interview process.

Posted 04/22/08
	Applicants should fully describe qualifications and experience, with specific reference to each of the qualifications and responsibilities listed because this is the information on which the initial review of materials will be based.   Only applicants who appear best qualified based on this review will be invited for a personal interview.  The submission of all required materials by the screening date is the responsibility of the applicant.  

Interested candidates must submit an employment application and the following  checklist to:                                       Elaine Wieser, Human Resources Assistant 


NDSCS Human Resources Office


800 North 6th Street


Wahpeton ND 58076     


1-800-342-4325    TDD 1-800-366-6888

www.ndscs.edu/hr/jobs.jsp

	NDSCS IS AN EQUAL OPPORTUNITY INSTITUTION


QUALIFICATIONS CHECKLIST FOR Retention Coordinator
	APPLICANT NAME
	


	QUALIFICATIONS REQUIRED:
	YOUR QUALIFICATIONS 
(Please expand the fields as needed): 

	Must support the mission, vision and values of NDSCS 


	

	Bachelor’s Degree
	

	Six months post college work experience
	

	Excellent written & oral communication skills
	

	Excellent interpersonal skills
	

	Broad Knowledge of student development
	

	Broad knowledge of higher education
	

	Ability to work or lead in a team environment
	

	Self motivated
	

	Demonstrated organizational skills
	

	Project a positive and professional image
	

	Computer literate with proficiency in word processing
	

	Demonstrated ability to support a two-year college philosophy
	

	QUALIFICATIONS PREFERRED:

	YOUR QUALIFICATIONS
(Please expand the fields as needed):

	Masters Degree 

	

	Involvement with first year experience initiatives
	

	Curriculum development experience
	

	Teaching or training experience
	

	Proficient in the use of spreadsheet and PowerPoint software
	

	Strong formal presentation skills in a group setting
	

	Experience in a two-year college setting
	

	Knowledge or experience as an advisor
	

	Demonstrated experience with student development
	


Please also submit an NDSCS employment application.  

