
Associated Students of Western Washington University
Ethnic Student Center 
Internal CoordinatorAdvocacy Director

About the Position
The Advocacy Director  represents  the  Ethnic  Student  Center  (ESC) wi th in  the  Associa ted  Students  
and ass is ts  in  communi ty  development ,  bui ld ing opera t ions  and plays  a  pos i t ive  ro le  in  helping 
achieve  the  miss ion of  the  ESC.  The posi t ion  oversees  f ront  l ine  opera t ions  and services  the  ESC 
space ,  mainta in  day- to-day off ice  sys tems,  and со-supervises  the  f ront  desk s taf f  to  provide  f r iendly  
and helpful  cus tomer  services .  This  pos i t ion  wi l l  be  an  advocate  for  ESC s tudents  and other  
underrepresented s tudent  ident i t ies  on campus.  The coordinator  provides  leadership  for  the  
Associa ted  Students  as  a  whole ,  and represents  the  ESC to  Western  and Bel l ingham communi ty .

Position Classification
Coordinators provide programming for the Associated Students as a whole and facilitate 
events, offices and groups throughout the Western and Bellingham community. Coordinators 
report to department directors or supervisors. Specific duties include but are not limited ton 
Event programming, departmental budget authority, coordinating specific office functions, 
performing administrative work, supervising assistant coordinators, promote office and events, 
and maintain and update programming resources for the department. Directors are responsible 
for coordinating the activities of different programs in a large department to ensure quality 
programming and/or efficient use of student resources. Specific duties include: establishing 
departmental goals, departmental training, program approval, personnel management and 
supervision, departmental budget authority, communication among employees, coordination of 
programs efforts, and conflict resolution. These positions operate under the management 
direction of the AS Board of Directors.

About the Department
The ESC is  a  communi ty  that  suppor ts  h is tor ica l ly  underrepresented e thnic  s tudents  and a l l ies  by 
providing a  socia l  a tmosphere  and inclus ive  environment  where  we engage in  ident i ty  explora t ion 
and s t r ive  for  cul tura l  awareness  and academic  excel lence .

Terms of Position
This  i s  a  four  quar ter  pos i t ion .  This  pos i t ion  s tar ts  the  Monday before  summer  c lasses  begin  and
ends  the  Fr iday of  f ina ls  week the  fo l lowing spr ing quar ter .  This  pos i t ion  works  an  average  of  - Í5-19
hours  per  week.  The posi t ion  holder  may work more  some weeks  and less  o ther  weeks  depending 
on the  off ice ' s  needs .  The posi t ion  holder  i s  ne i ther  required  nor  expected to  work dur ing 
in tersess ion,  winter  break or  spr ing break.

AS Employment Qualifications
•  Mainta in  a  minimum credi t  load throughout  term of  pos i t ion  of  6  credi ts  for  undergraduates  and 4  

credi ts  for  graduates .
•  Mainta in  a  minimum of  a  2 .00 cumulat ive  grade  point  average .
•  Abi l i ty  to  complete  the  ent i re  term of  the  posi t ion .



Preferred Qualifications
•  Excel lent  cus tomer  service  ski l l s
•  Organizat ional  and t ime management  ski l l s

Abi l i ty  to  communicate  and work ef fec t ively  wi th  a  wide  var ie ty  of  people  on Western ' s  campus and 

in  the  Bel l ingham communi ty

•  Exper ience  working wi th  underrepresented s tudent  popula t ion on campus
•  Abi l i ty  to  work wi th  minimum supervis ion,  whi le  supervis ing others .
•  Abi l i ty  to  work col labora t ively  wi th  mul t ip le  people  on Western ' s  campus and in  the  Bel l ingham 

communi ty .
•  Abi l i ty  to  work wi th in  deadl ines  and problem solve .
•  Abi l i ty  to  work f lexible  hours .
•  Abi l i ty  to  work wi th  conf ident ia l  mater ia ls
•  Basic  knowledge of  depar tment  and posi t ion  speci f ic  responsibi l i t ies .
•  Budget  management  knowledge or  exper ience .

AS Employment Responsibilities

•  Serve  the  d iverse  membership  of  the  Associa ted  Students  in  a  profess ional  and e th ica l  manner  by:
о  Being famil iar  wi th  and upholding the  AS Char ter ,  a l l  WWU pol ic ies ,  and a l l  AS pol ic ies  

inc luding the  Employment  Pol icy ,  Code of  Conduct ,  and Program Standards ,  
о  At tending a l l  AS s taf f  development  events  inc luding,  but  not  l imi ted  to :  pre-fa l l  or ienta t ion,  

pre-winter ,  pre-spr ing,  and mid-quar ter  s taf f  developments ,  
о  Being knowledgeable  of  the  AS organizat ion and i t s  genera l  opera t ions ,  
о  Serving on search commit tees  as  des ignated by the  AS Personnel  Director .

•  Ensure  the  legacy of  th is  pos i t ion  by:
о  Working wi th  supervisor  and Personnel  Director  to  revise  and update  pos i t ion  job 

descr ip t ion.
о  Working wi th  the  previous  posi t ion  holder  to  complete  a  minimum of  15 hours  of  unpaid  

in ternship  as  wel l  as  providing a  15 hour  in ternship  to  the  incoming posi t ion  holder ,  
о  Developing and mainta in ing a  legacy document  as  required  by the  AS Employment  Pol icy .

Ethnic Student Center Responsibilities
•  Contr ibute  to  the  opera t ions  of  the  Ethnic  Students  Center  by:

о  At tending a l l  ESC s taf f  meet ings  as  scheduled,  
о  Devote  an  average  of  15 hours!9  hours  a  week to  AS Business  
о  Post ing and mainta in ing 10 posted  off ice  hours  per  week
о Assis t ing  and par t ic ipat ing in  a l l  ESC Bui ld ing Uni ty  Tra inings  throughout  the  year ,  
о  Working wi th  the  ESC s taf f  and volunteers  on projec ts .
о  Plan  shor t  -  and long- term goals  for  the  ESC with  off ice  s taf f  and the  ESC Coordinator  
о  Serving a t  the  f ront  desk when needed.

•  Mainta in  a  profess ional  environment  in  the  ESC by:
о  Establ ishing and mainta in ing an  ef fec t ive  working re la t ionship  wi th  a l l  ESC s taf f  and ESC club 

members .  S taying informed of  a l l  ESC events  and programming to  provide  suppor t  and ac t  as  
a  resource  when needed.



о Communicat ing wi th  a l l  ESC Staff  about  programs needs  mainta in  communicat ion wi th  
par tner ing organizat ions :  Student  Outreach Services ,  L .E.A.D.S,  o ther  re levant  Univers i ty  
off ices .

о  Performing other  ESC dut ies  as  ass igned by ESC Coordinator .

Position Responsibilities

•  Represent  the  in teres ts  of  the  AS ESC and the  Associa ted  Students  by:
e—Co-Chci i r ing  Stoor ing Commit too as  non-vot ing momborServe  as  Vice  Chair  on  ESC 

Pres ident ' s  Counci l
о  Serve  on the  AS Management  Counci l  or  AS Communicat ion Commit tee  
о  Mainta in ing a  profess ional  working re la t ionship  wi th  the  AS Vice  Pres ident  for  Divers i ty  and 

f ind oppor tuni t ies  of  col labora t ion,  
о  Mainta in ing a  profess ional  working re la t ionship  wi th  VU Management  and f ront  desk s taf f
о  Working col labora t ively  the  ESC Cul tura l  Educat ion Coordinator  on projec ts  for  ESC events

and programs.
о  Outreaching to  s tudents  dur ing SummerStar t .  Trans i t ions  and other  re la ted  events .
о  Staying informed of  WWU relevant  resources  on campus for  the  ESC.

о Serving on the  ESC Conference  Planning Commit tee

•  Advocate  for  the  needs  of  s tudents  of  color  and empower  and suppor t  ESC s tudents  through c iv ic  

engagement  and communi ty  bui ld ing

о Serve  on AS Legis la t ive  Affa i rs  Counci l  

о  Serve  on AS Underrepresented Student  Leadership  Counci l

о  Work wi th  the  AS Vice  Pres ident  of  Divers i ty  and the  Legis la t ive  Affa i rs  Counci l  wi th  the 

draf t ing  of  the  Ethnic  Student  Center  Lobby Day Agenda.  

о  Promot ing ESC s tudent  involvement  in  AS Western  Lobby Day,  and other  lobby days .  

о  Col labora te  wi th  the  Representa t ion and Engagement  Programs.  Student  Advocacy and 

Ident i ty  Resource  Centers  wi th  programming about  communi ty  engagement

•  Со-Supervise  s tudent  personnel  f ront  desk s taf f  wi th  the  ESC Coordinator  by:
о  Providing di rec t ion,  ass ign tasks ,  se t  pr ior i t ies ,  t ra in ,  and schedule  work for  f ront  desk 

s tudent  employees .

e—Reviewing and t racking t ime records  of  hour ly  employees /work-s tudy.  ( fu l l  t ime s taf f  wi l l  

approve hours)

о  Reviewing s tudent  employment  appl ica t ions  (hour ly  and work-s tudy) ,  se lec t ing f inal is ts ,  and 

par t ic ipat ing in  in terviews and se lec t ion of  candidates  to  work in  a  demanding,  mul t icul tura l  

environment .

о  Mainta in ing and updat ing the  ESC s tudent  employee manual  for  the  opera t ional  ins t ruct ions  

and his tor ica l  informat ion for  the  f ront  desk,  

о  Conduct ing meet ings ,  provide  t ra in ing and problem solving;  mot ivate  employees  on off ice 

management ,  encourage in teroff ice-communicat ion,  and bui ld ing coopera t ive  program 

procedures .

•  Oversee  off ice  and space  management  in  the  ESC by:
о  Organiz ing/overseeing s torage  c loset  and suppl ies  room,  mainta in  c leanl iness  in  ESC space ,  

and order ,  purchase ,  and mainta in  suppl ies  inventory .



о Planning and mainta in ing day- to-day off ice  sys tems:  photocopying,  pos t ing,  mai l  d is t r ibut ion 

and organizat ion,  resources ,  and off ice  access ,  

о  Moni tor ing ESC club computer  usage and folder  access  such as  managing c lub q:  dr ive  access  

wi th  IT manager ,  approving individuals  for  access  to  ESC club f i les ,  and other  technical  needs

•  Provide  s taf f  ass is tance  to  the  ESC by:

о  Developing the  specia l -group contact  informat ion l i s t ing  for  ESC club leaders  and 
mainta in ing/updat ing the  contact  l i s t  throughout  the  year ,  

о  Mainta in ing fac i l i ty  schedule  for  weekly  and specia l  events ,  and promot ing any events  by 
serving as  a  communicat ion between c lubs  and s taf f  

о  Receiving,  d i rec t ing gues ts ,  present ing tours ,  and providing or ienta t ion service  as  individual  
needs  necess i ta te .

о  Recommending computer  programs and ass is t  wi th  the  development  of  data  f i les .
•  Create  an  a tmosphere  of  ident i ty- inclus iv i ty  wi th in  the  off ices  and programs by:

о  Por t raying a  d iverse  representa t ion of  mul t ip le  ident i t ies  beyond jus t  cul ture  and e thnic i ty ,  
о  St r iv ing to  inc lude a l l  ident i t ies  and express ions  wi th in  the  center ,  
о  Ref lec t ing in tersect ions  of  ident i ty  throughout  a l l  par ts  of  the  posi t ion  such as  h i r ing,  

t ra in ing,  and profess ional  development  

о  Outreaching speci f ica l ly  to  o ther  marginal ized ident i ty  off ices  a t  WWU

Salary Wage
Minimum annual  sa lary  of  $7,920 (approximate ly  $292 twice  per  month  summer  and fa l l  quar ters  and approximate ly
$345 twice  per  month  winter  and spr ing quar ters) .  S tar t ing  hour ly  Wage of  $14.29.

Reportage
This  pos i t ion  repor ts  d i rec t ly  to  ESC Assis tant  DirectorESC Program Coordinator .

This  job  descr ip t ion is  subject  to  change in  accordance  wi th  the AS Employment  Pol icy .
The Associa ted  Students  i s  an  Equal  Oppor tuni ty  Employer .  

Revised on December  11,  2015 by mot ion ASB-15-F-53.


