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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  PROGRAM ADVOCATE FOR EARLY CHILDHOOD EDUCATION
1.00
GENERAL STATEMENTS

1.01 Position Scope
a. The Program Advocate for Early Childhood Education assigned   to Early Childhood Education majors and potential students.
2.00
SPECIFIC STATEMENTS

2.01 Position Function and Category

a. Reporting Relationship:  Early Childhood Education Program Coordinator
b. Function/Category of Position:  Management/Supervisory

c. Remote work locations may vary depending on the annual recruitment cycle

d. Length of Contract:  12 months

e. Salary Category:  III

2.02 Supervision

a. Supervision Received

· Early Childhood Education Program Coordinator

b. Supervision Exercised

· The Program Advocate for Early Childhood Education may supervise work-study students for projects.
2.03 Key Areas of Responsibility

a. Demonstrate comprehension of written and oral passages in English and Spanish.

b. Ask and answer questions, give instructions and guidelines, and maintain conversations in the past, present, and future in English and Spanish.

c. Present information in Spanish and English to students and families about education opportunities, admission, transfer of credit, financial aid assistance, and college policies and requirements.

d. Recruit students specifically into the Early Childhood program by visiting Kansas employers and partners both independently and with the Early Childhood Education Program Coordinator.

e. Create and manage social media content.

f. Establish a proven level of understanding of how to represent and explain the ECE certificate and degree programs and other. 

g. Use multiple modes of communication to connect with individuals interested in the ECE program as well as Spanish speaking students interested in attending Allen.

h. Manage communication with prospective students through all stages of the recruitment and admission process.

i. Retain knowledge about Allen systems including by not limited to Canvas, Jenzabar, and Microsoft products.


j. Retain knowledge about financial aid systems and processes including state, private, and institutional scholarship opportunities.

k. Assist students in completing each step of the admissions and financial aid processes to the point of accessing orientation.


l. Provide outreach to students as needed including appropriate follow-up and connection to resources and services. Connect industry and students with job placement opportunities.


m. Provide bilingual support translating publications and materials as well as providing translation services during in-person recruiting and admissions events.

n. Perform other duties as assigned by the Early Childhood Education Program Coordinator
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