
Application for the Position of PROGRAM COORDINATOR of the 
CENTER FOR COMMUNITY OUTREACH 2008-2009 

 
 
Applications for the Program Coordinator position should be completed and 
received by 5:00pm, Monday, April 21st, 2008.  The application should be 
submitted to the Center for Community Outreach, 405 Kansas Union, in a sealed 
envelope. 
  
Interviews will be held in the weeks following the application. If you are unable 
to make the interview times or have questions about the application process, please 
contact the CCO Co-Directors at 864-4073 or cco@ku.edu.   
 
Applicants will be chosen on the basis of their commitment to service and meeting 
the needs of others; experience and background; willingness to have their lives 
changed by the experience; and demonstrated leadership potential.  Applicants will 
be considered regardless of education level, race, socioeconomic status, religion, 
sexual orientation, disability, or ethnic origin. 

 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 Center for Community Outreach Program Coordinator Application 

Center for Community Outreach 2008-2009 
Program Coordinator Application 

 
Name:             
 
Address:             
 
Phone:      Email:      
 
Year in School:     Major:      
 
Career interests and goals:          
 
Are you applying for a specific CCO program(s)?    Yes  No 
 
  If yes, which program(s):        
 
Please answer the following questions in 1 page or less.   
 
1. Describe your experiences with community service, leadership 

responsibilities, and working with a group.  Be sure to specify your strengths 
and weaknesses when working with others. 

 
2. Why do you want to be a Program Coordinator for the Center for 

Community Outreach and what particular skills or insights would you bring 
to the position? 

 
3. What other time commitments (positions, jobs, obligations) will you have 

during the 2008-2009 summer and school year?   
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Center for Community Outreach 
Program Coordinator Descriptions 

 
We are looking for students who are committed to making a difference in the lives of others and 
making positive change in the Lawrence community.  We are specifically interested in 
individuals who demonstrate ability to: 

¥ Initiate and carry out activities 
¥ Motivate others to volunteer 
¥ Actively lead 
¥ Work well with groups 
¥ Communicate effectively 

 
All Program Coordinators perform the following duties: 
 

¥ Attend a training session 
¥ Serve on the CCO Core Board  (meetings are 1 hour every other week during the 

evening) 
¥ Serve office hours (2 hours/week) 
¥ Monthly reporting of service on Online Documentation System 
¥ Participate in CCO-related group projects  
¥ Meet with Co-Directors monthly to discuss your program 
¥ Work with financial director and communications director regularly to plan budget and 

publicity needs 
¥ Coordinate your program (e.g. placing and following up with volunteers, making phone 

calls, communication with agencies, planning events) 
 
The following pages are a list of project coordinator positions and descriptions that are 
available.  You may choose to apply for a specific program or position (e.g. Hawks for Health 
Coordinator, Jubilee Café Coordinator) or simply apply for a position with CCO.  If you have 
more questions about what a specific program does, please contact the Center for Community 
Outreach at cco@ku.edu or 864-4073. 
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Center for Community Outreach 
Program Coordinator Descriptions 

 
Concerned, Aware and Active Students (C.A.A.S.)  (2 coordinators) 

1. Coordinate monthly events to increase student awareness of social issues and spur action via 
monthly service projects and monthly educational activities. 

2. These service projects and educational activities should be of similar nature within each month 
(e.g. a Literacy Read-Out combined with a panel discussion on illiteracy in the United States or a 
Hunger/Homelessness Awareness Month involving a community dinner) although projects and 
educational activities do not need to occur on the same day. 

3. Coordinate the annual ÒTrick or Treat So Others Can EatÓ event in October. 
4. In the event of local, national or international emergencies, CAAS has typically spearheaded 

relief efforts. For example, CAAS organized the Jayhawks Band Together: Katrina Relief 
campaign. 

 
Community Resources Engaging in Arts Through Education (C.R.E.A.T.E.) (2 coordinators) 

1. Recruit and maintain volunteers with special emphasis on students with backgrounds in the fine 
arts. 

2. Plan and execute weekly sessions in which volunteers work on art-related projects with children 
attending Ballard Community Center. 

3. Meet regularly with the Director of Ballard Community Center to evaluate needs of the Center. 
4. Work to further the CREATE program to serve other community agencies and populations. 
 

Environmental Action to Revitalize The Heartland (E.A.R.T.H.) (2 coordinators) 
1. Bring environment-related community service opportunities and education to KU and 

surrounding areas. 
2. Design projects around the following interest areas: organic farming, park and campus cleanups, 

community gardening, current agricultural issues, Earth Day, and recycling. 
3. Recruit volunteers who want to learn, teach, and help create and participate in meaningful and 

topical service activities.  
 
GROW: Community Garden Project (2 coordinators) 

1. Organize and implement activities to teach elementary age students about the importance of 
environmental awareness and gardening. 

2. Plan weekly activities in advance and make sure the appropriate supplies are available. 
3. Maintain communication with the area Lawrence After School Program sites. 
4. Recruit and train volunteers to serve the children at each site. 
5. Become educated and help to educate others about organic gardening. 
6. Assure that the gardens are self-supported, continual, and maintained. 
 

Hawks for Health (2 coordinators) 
1. Establish and maintain partnerships with area agencies, including the Douglas County Aids 

Project and Health Care Access Clinic. 
2. Collaborate with Watkins Health Center to help organize and provide volunteers for health 

promotion activities on campus. 
3. Recruit and provide volunteers for local health clinics and other health-related social service 

agencies. 
4. Work with local and/or student initiatives to raise funds/awareness about specifi c health issues. 
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Helping Unite Generations (H.U.G.) (2 coordinators) 
1. Recruit, train and coordinate volunteers to be placed bi-weekly at local nursing homes.  
2. Maintain communication with staff of long-term care facilities with regard to success of your 

program or the agencyÕs volunteer needs. 
3. Work with Douglas County Senior Services staff to provide for their volunteer needs. 
4. Plan special events in coordination with long-term care facilities (such as the Senior Prom). 

 
Into the Streets Week (I.T.S.W.)  (2 coordinators) 

1. Organize and plan a week of events dedicated to challenging students through volunteerism and 
service.  These events serve to educate students on social issues and empower students to make a 
difference on campus and in the community. 

2. Plan, organize, and execute activities in collaboration with each of the other CCO programs.  A 
few of the events include: a Hunger Banquet, a Homeless Sleepout, a Senior Prom and Empty 
Bowls Project. 

3. Recruit and provide individual and group volunteers to participate in the weekÕs activities. 
4. Work with the Communications Director on posters, press releases, and other publicity for the 

weekÕs events. 
5. Work with the Financial Director for fundraising, donations, and expenses for the weekÕs events. 
6. Meet weekly with the Co-Directors, Communications Director and Financial Director. 

 
Jubilee Café (2 coordinators) 

1. Volunteer weekly at Jubilee CafŽ (6-9 a.m., Tuesdays or Fridays). 
2. Attend Jubilee CafŽ Steering Committee meetings with church staff. 
3. Recruit individuals and groups to volunteer. 
4. Schedule volunteers for each morning. 
5. Collaborate with the other volunteer staff at Jubilee. 
6. Plan and assist with fundraising efforts. 
 

Lifeline (2 coordinators) 
1. Recruit and maintain volunteers to serve high school students in the Douglas County area. 
2. Communicate regularly with staff of Douglas County school districts. 
3. Plan and execute regular sessions in which KU students offer support to high school students 

to increase life skills such as: 
a. college applications 
b. employment applications 
c. interviewing skills 
d. budgeting and bill-paying 

4. Work to provide hands-on practice in each of the above skills through the use of practice 
applications and example forms. 

 
Mentors In the Lives of Kids (M.I.L.K.) (2 coordinators) 

1. Coordinate student volunteers at Lawrence Boys and Girls Club after school programs. 
2. Serve as a liaison between the MILK staff, the Boys and Girls Club of Lawrence, and the ten 

schools and individual supervisors at each school. 
3. Meet regularly with the after-school programming staff at each school and MILK staff. 
4. Train and orient volunteers that are being placed. 
5. Accept and distribute donations of books throughout the year. 
6. Plan and run the annual ChildrenÕs Holiday Party with the CCO Co-Directors. 
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Music Mentors (2 coordinators) 
1. Establish and maintain relationships with area music programs. 
2. Organize and oversee lessons for Lawrence school children (typically junior high students). 
3. Recruit KU student volunteers to teach the free music lessons. 
4. Plan student recitals. 

** A background in music is not required for this coordinating position.  
 
Students Tutoring for Literacy (S.T.L.) (2 coordinators) 

1. Establish and maintain non-ESL tutoring sites in the Lawrence community. 
2. Recruit, train and maintain regular communication with volunteers. 
3. Lead coordination of book drive. 
4. Volunteer weekly at one of the tutoring sites (1-2 hours/week). 

 
Project Bridge (2 coordinators) 
1. Establish and maintain ESL (English as a Second Language) tutoring sites in the Lawrence 

community. 
2. Recruit, train, and maintain regular communication with volunteers. 
3. Volunteer weekly with one of the sites (1-2 hours/week). 
4. Recruit non-English speakers from throughout Lawrence to receive tutoring. 
5. Establish new opportunities for volunteers, possibly including the following: provide translation 

services for local hospitals, schools, etc.; teach job skills/computer skills to non-English speaker 
at Lawrence Housing projects. 

 


