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  Scholars’ Latino Initiative Roles and Responsibilities 

	Job Title
	Academic Coordinator


	Roles

	As Academic Coordinator, your role is to ensure that SLI’s College Preparatory and Composition 101 components run as smoothly as possible

Your “roles” are broad descriptions of your position in SLI and are all-encompassing. As Academic Coordinator, your roles are to:
1. Coordinate with professors to prepare academic events

2. Create assignment templates

3. Coordinate with SLI SMART

4. Help grade and keep track of all assignments
 


	Required Responsibilities 

	· Be the Liaison to our Professors

· Inform teachers of event details
· Help teachers plan events

· Prepare any documents or worksheets teachers need
· Facilitate CPS and Comp 101 work 
· Keep track of grades and end-of-year reports (completed by teachers)
· Recruit mentors and attend/lead grading sessions
· Collect end-of-year evaluations on Professors / Write evaluation on Professor
· Communicate Early College information to all of SLI

· Answer questions of mentors and mentees about assignments
· Advertise/Inform assignments to mentors, mentees and Teacher Liaisons
· Create assignment templates
· Be a SLI Exec

· Participate as a member of SLI SMART
· Attend Executive Meetings


	Suggested Responsibities 

	· Talk with professors on a weekly basis
· Create assignment templates ASAP!
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