
Coord I, Student Programs
J  o  b    D  e  s  c  r  i  p  t  i  o  n

JOB INFORMATION
Job Code AE32A
Job Description Title Coord I, Student Programs
Pay Grade SR05
Range Minimum $33,400
33rd % $37,867
Range Midpoint $40,100
67th % $42,333
Range Maximum $46,800
Exemption Status Exempt
Approved Date: 1/1/1900 12:00:00 AM

JOB FAMILY AND FUNCTION
Job Family: Student Resources
Job Function: Student Services

JOB SUMMARY
Develops, plans, coordinates, promotes, and performs student-focused services or programs within the Office of 
Student Affairs.

RESPONSIBILITIES
• Develops, implements, and evaluates student-focused services or programs.
• Collaborates with departments, committees, and individuals throughout the University to advance and 

enhance the effectiveness of the service or program.
• Develops and coordinates effective educational outreach, marketing, and training strategies and materials.
• Develops and manages reports and information used to enhance service or program effectiveness.
• Provides support to other Student Affairs initiatives as needed.
• Recruits, trains, supervises, and evaluates students, staff, and interns in designated programmatic areas.
• May assist with budget responsibilities for a program.

SUPERVISORY RESPONSIBILITIES

Supervisory Responsibility May be responsible for training, assisting or assigning tasks to others. May 
provide input to performance reviews of other employees.

MINIMUM QUALIFICATIONS
To be eligible, an individual must meet all minimum requirements which are representative of the knowledge, 
skills, and abilities typically expected to be successful in the role. For education and experience, minimum 
requirements are listed on the top row below. If substitutions are available, they will be listed on subsequent 
rows and may only to be utilized when the candidate does not meet the minimum requirements. 

MINIMUM EDUCATION & EXPERIENCE

Education
 Level

Focus 
of 

Education
 

Years 
of 

Experience

Focus 
of 

Experience
 

Bachelor's 
Degree

No specific discipline. For 
positions that require the 
employee to teach, a 

and 0 years of Experience in student affairs 
administration, student 
programming, orientation, or related 
field. 



MINIMUM EDUCATION & EXPERIENCE

Education
 Level

Focus 
of 

Education
 

Years 
of 

Experience

Focus 
of 

Experience
 

Master's Degree will be 
required. 

Substitutions Allowed for 
Experience

Yes

Substitution allowed for Experience: When a candidate has the required education, but lacks the required 
experience, they may normally apply additional appropriate education toward the experience requirement, at a 
rate of one (1) year relevant education per year of required experience.

MINIMUM KNOWLEDGE, SKILLS, & ABILITIES
Knows fundamental concepts, practices and procedures of particular field of specialization.

MINIMUM LICENSES & CERTIFICATIONS

Licenses/Certifications Licenses/Certification 
Details Time Frame Required/

Desired  

None Required.

PHYSICAL DEMANDS & WORKING CONDITIONS

Vision Requirements:
Ability to see information in print and/or electronically.


