
Early Assessment Program Coordinator (Internal Only) 

Review: October 13, 2017  

(Job #17-91) Student Services Professional II, Early Assessment Program Coordinator, $3.935-5,595/month. Appoint-

ments are typically made at the beginning of the salary range. This is a full-time, benefitted, exempt position with a one-year 

probationary period in the Early Outreach Program. This is an internal-only search. 

 

Position Summary: Under  the general supervision of the Director  of Ear ly Outreach Programs, the Ear ly Assessment 

Program (EAP) Coordinator oversees all aspects of the EAP program (including the Expository Reading and Writing Curricu-

lum (ERWC) component) in HSU’s five-county local service area. 

 

Duties: Plan and deliver  EAP program in accordance with California State University (CSU) objectives, and in collabo-

ration with other Humboldt State University (HSU) early outreach programs. Align EAP program with HSU strategic plan, 

Graduation Initiative 2025, and HSU campus vision. Create and oversee implementation of annual EAP communications plan. 

Initiate contact with HSU local service area (Humboldt, Del Norte, Trinity, Mendocino and Lake County) high schools to in-

crease understanding of, and participation in, EAP. Nurture long-term relationships by responding to individual needs of high 

schools. Maintain regular contact with high school counselors to keep them informed about annual EAP policy changes. Devel-

op and implement strategies to encourage high school students to place “college ready” in English and Mathematics on Califor-

nia Standardized Test (CST) and the end of the junior high school year. Visit participating schools and conduct presentations for 

11th and 12th grade students about navigating the CSU system for determining college-readiness in English and Math. Maintain 

list of resources beyond current school offerings for strengthening Math and English skills in 11th and 12th grades. Develop an 

evaluation framework to identify areas for improvement in EAP program, and implement changes to increase program effective-

ness. Market ERWC to high school teachers in HSU’s five-county local service area. Coordinate work of HSU faculty, regional 

high school teachers, and Region One lead to deliver ERWC certification workshop series. Oversee all workshop logistical re-

quirements including registration, securing venues, and supplying food and workshop materials. Engage professional develop-

ment programs for teachers in promoting the ERWC. Develop operating plan for annual EAP budget. Monitor EAP and ERWC 

expenditures to ensure accordance with CSU guidelines. Maintain fiscal records and prepare reports as required by CSU Chan-

cellor’s Office, HSU Accounting Office, and Early Outreach Director. Oversee record keeping that documents all EAP and 

ERWC program activities. Prepare program reports as required by CSU Chancellor’s Office and/or Early Outreach Director. 

Represent HSU at Chancellor’s Office level discussion/meetings related to EAP. Attend and represent HSU at ERWC annual 

conference. Attend County Office of Education and school district meetings throughout the HSU service area as time and travel 

permits. Serve as a resource to HSU faculty and staff, school district personnel, parents, and community leaders by providing 

information on EAP. Develop internal and external partnerships to enhance student outcomes in EAP. Collaborate with HSU 

Admissions staff to ensure that recruiters are updated in EAP policies, and that high school visits are coordinated. Collaborate 

with other Early Outreach programs to enhance HSU’s community impact. Participate in all Early Outreach Directors’ meetings. 

Stay abreast of educational issues facing high school students in California. Prepare grant proposals as needed. Perform other 

duties as assigned. 

 

Minimum Qualifications:  

Working knowledge of the practices, procedures and activities of the program to which assigned; general knowledge of the 

methods and problems of organizational and program management. General knowledge of research and interview techniques; 

and of the principles of individual and group behavior. Possession of knowledge and abilities typically demonstrated through the 

equivalent of two years of professional experience in one of the student services program areas or in a related field; experience 

should give evidence of competence and indicate the potential for further growth. A master’s degree in a job-related field may 

be substituted for one year of the professional experience. Equivalent to graduation from a four-year college or university in one 

of the behavioral sciences, public or business administration or a job-related field. Additional specialized experience during 

which the applicant has acquired and successfully applied the knowledge and abilities shown above may be substituted for the 

required education on a year-for-year basis. 

 
Preferred Qualifications: 

 Demonstrated ability to initiate contact and build long-term relationships with multiple stakeholders 

 Demonstrated ability to actively engage high school students in classroom presentations about technical information 

 Familiarity with college entrance requirements and high school standardized tests 

 Ability to work independently and travel frequently (often overnight trips) 

 Experience developing operating budgets and complex service delivery plans 

 Ability to coordinate all aspects of professional development training at multiple insitutions 

 Ability to interact professionally with high school and college administrators, faculty, and CSU Chancellor’s Office 

 Flexibility to adapt to changes required and communicated from the Chancellor’s Office. 

 

(Continued on reverse) 



Humboldt State University is committed to achieving the goals of equal opportunity and endeavors to employ faculty and staff of the highest quality reflecting the ethnic and cultural 

diversity of the state. Additional information about Humboldt State University can be found at www.humboldt.edu. 

 

Humboldt State University is a Title IX/Affirmative Action/Equal Opportunity Employer.  We consider qualified applicants for employment without regard to race, religion, color, 

national origin, ancestry, age, sex, gender, gender identity, gender expression, sexual orientation, genetic information, medical condition, disability, marital status, protected veteran 

status, or any other legally protected status. 

 

The person holding this position is considered a ‘mandated reporter’ under the California Child Abuse and Neglect Reporting Act and is required to comply with the requirements set 

forth in CSU Executive Order 1083 as a condition of employment.   

 

It is the responsibility of the applicant to provide complete and accurate employment information. Incorrect or improperly completed applications will not be considered for vacancies. 

Any reference in this announcement to required periods of experience or education is full-time activity. Part-time experience or education--or activities only part of which are qualify-

ing--will receive proportionate credit. In accordance with applicable Collective Bargaining Agreements, preference may be given to the campus applicants covered by these agree-

ments. However, positions are open to all interested applicants, both on and off campus.                                                                            

  Class Code: 3082 

 

Evidence of required degree(s), certification(s), or license(s) will be required prior to the appointment date. A background check (including a criminal records check, employment 

verification, and education verification) must be completed satisfactorily before any candidate can be offered a position with the CSU. Certain positions may also require a credit 

check, motor vehicle report, and/or fingerprinting through Live Scan service. Adverse findings from a background check may affect the application status of applicants or continued 

employment of current CSU employees who apply for the position.  

Publication Date: September 29, 2017 

Knowledge, Abilities, Skills: Ability to interpret and apply program rules and regulations; use initiative and r esource-

fulness in planning work assignments and in implementing long-range program improvements; obtain factual and interpretive 

information through interviews; reason logically; collect, compile, analyze and evaluate data and make verbal or written 

presentations based on these data; advise students individually and in groups on routine matters where required; recognize 

multicultural, multi-sexed and multi-aged value systems and work accordingly; demonstrate intercultural communication 

skills; establish and maintain cooperative working relationships with faculty, CSU administrators, student organizations, pri-

vate and public agencies and others in committee work, and student advising and community contacts; and, rapidly acquire a 

general knowledge of the overall operation, functions and programs of the campus to which assigned. Demonstrated ability to 

make decisions and carry through actions having implications with regard to other program or service areas Services Office. 

 

Application Procedure: Please note that Humboldt State University now requires application mater ials to be submitted 

electronically. If assistance is needed, the Human Resources & Academic Personnel Services office (located in Siemens Hall 

room 212) has a computer station available and our front office team would be happy to assist you. Qualified applicants 

should submit electronically the following materials: 

 

 Letter of Interest; 

 HSU Employment Application; 

 Resume or Curriculum Vitae; 

 Contact information for at least three professional references  

 

Submission of the application materials should be sent as email attachments to careers@humboldt.edu.  

 

Please include your last name and the job # (17-91) in the subject line of the email. 

 

Application Deadline: This position is open until filled. The fir st review of applications will be Fr iday, October  13, 

2017. 

 

HSU is committed to enriching its educational environment and its culture through the diversity of its staff, faculty, and ad-

ministration. Persons with interest and experience in helping organizations set and achieve goals relative to diversity and 

inclusion are especially encouraged to apply.  

http://www2.humboldt.edu/forms/node/107
mailto:careers@humboldt.edu

