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	Green River Community College is located on a 168-acre wooded site near Auburn, Washington, about 30 miles from both Seattle and Tacoma.  The college opened in 1965 and enrolls over 9,000 students, includes 11 instructional divisions and 50 vocational programs, and employs over 1000 full and part-time staff.  Green River Community College recognizes that embracing diversity maximizes faculty and staff contribution to our goals and provides the best opportunity for student achievement. 


Educational Planner 
Part-time hourly
 ($15.00 - $20.00 per hour DOE)
	Reports to: Director of Student Services    and Retention Programs
	Department: TRiO Student Support Services

	Position Type: Part-time Hourly
	 

	Opens: Immediately
	Closes: Open until filled

	
POSITION PURPOSE: 
This position’s primary function is to assist enrolled and prospective TRiO Participants in the development of meaningful educational goals by providing developmental educational planning assistance. This position requires familiarity with higher education institutions like Green River Community College, and Washington State four year private and public colleges and universities. Evening hours will be required.
SPECIFIC DUTIES:
· Advise new/prospective TRiO participants concerning their degree options, clarify degree requirements, and assist in course selection and the development of individualized educational plans 
· Assist TRiO participants in the development of educational, career, and life goals and refer students to educational programs and services 
· Have a general knowledge of the programs of study offered at Green River Community College (including ESOL, ABE, Running Start, professional/technical programs, and high school completion, and transfer education) 
· Serve as a resource and advocate for TRiO participants in the advising process 
· Conduct research and follow up on TRiO participants
· Perform other duties as assigned
MINIMUM QUALIFICATIONS: 
· Bachelor’s degree 
· Experience in educational/career setting providing direct service to college students 
· Knowledge of adult, career, and student development theories and practices 
· Proven track record of working positively and effectively with a diverse student body as well as with a collaborative team. 
PREFERRED QUALIFICATIONS:
· Master’s degree in Student Development, Career Development or related field 
· Knowledge of basic financial literacy
· Background similar to eligibility criteria for TRiO participants (first generation to college, low-income status, and/or disability) or experience working with this student population 
· Highly motivated flexible self-starter 
· Strong oral, written and interpersonal communication skills 
· Strong organizational and problem-solving abilities 
· Successful track record in providing outstanding customer service 
· Direct service providing educational/career planning in a community college setting 
TERMS OF EMPLOYMENT:  
This is a part-time hourly position up to 16 hours per week, according to office needs. 
Part-time hourly employees who work 350 hours or more in any 12 month period are covered under the WFSE contract and will be required to pay dues.

All offers of employment are subject to background verification.
SALARY:  
$15 -$20 per hour, depending on experience
FOR FURTHER INFORMATION: 
Contact Joanne Martin at: (253) 833-9111, Seattle (206) 464-6133, Tacoma (253) 924-0180, ext. 2654. 
APPLICATION PROCEDURES: 
Responsibility for submission of ALL required application material rests with the applicant.  Incomplete applications will not be processed. 
Please submit an application, resume, cover letter and three professional references to:
Attention: Joanne Martin
Director of Student Services and Retention Programs
Green River Community College
12401 SE 320th Street
Auburn, WA 98092-3699

EQUAL OPPORTUNITY EMPLOYER:  Green River Community College is a committed equal opportunity employer and educator and operates under an affirmative action policy.  The college is committed to meeting its diversity needs.  We strongly encourage all qualified applicants, ESPECIALLY ETHNIC AND RACIAL MINORITIES, WOMEN, PERSONS OF DISABILITY, PERSONS OVER THE AGE OF 40, AND VIETNAM-ERA VETERANS to apply.  It is the responsibility of applicants selected for interview to notify the college of any accommodations required as a result of a disability covered under the Americans with Disabilities Act.  
Additional information about Green River Community College at: http://www.greenriver.edu/
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