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Scholars’ Latino Initiative 

Roles and Responsibilities


	Job Title
	Site Coordinator


	Roles

	As Site Coordinator, you are the essential link between all parties of SLI’s mentoring component. You often act as the only link between mentors, mentees, the Executive Board and Teacher Liaisons.

Your “roles” are broad descriptions of your position in SLI and are all-encompassing. As the center point of this core aspect of SLI, your roles are to:

1. Nurture and provide accountability for mentor-mentee relationships within site
2. Promote a sense of community within site
3. Promote transparency
4. Represent site’s interests within SLI




	Required Responsibilities 

	Responsibilities represent the specific tasks you will be in control of in order to fulfill your roles in SLI. Responsibilities that would fall under each role include: 
· Nurture and provide accountability for mentor-mentee relationships within site
· Lead mentee recruitment and selection within site

· Assist with mentor selection1
· Pair mentors and mentees within site1
· Lead mentor-mentee meet and greet2
· Organize New Mentor Training

· Lead Site Meetings3
· Enforce mentor and mentee policies [citation needed]
· Track mentor and mentee attendance [citation needed]
· Ensure mentors and mentees are present at all events

· Help coordinate transportation to SLI events
· Check on mentor-mentee relationships to ensure regular communication

· Follow up on any relationship problems that may arise

· Counsel any relationship issues

· Foster parental involvement

· Promote a sense of community within site
· Introduce yourself to all members at beginning of school year

· Know all mentors’ and mentees’ name

· Have good sense of all members’ personalities and mentor-mentee relationships

· Encourage all site members to know each other’s names

· Encourage mentors to seek advice from one another

· Introduce members to each other and encourage communication

· Organize carpools and consolidate trips mentors take to site and encourage all to attend

· If possible, arrange events outside of scheduled SLI events

· Promote transparency
· Communicate with Teacher Liaison regularly

· Meet with fellow Site Coordinators regularly

· Maintain current contact info on all members

· Be knowledgeable of university, high school and community resources

· Attend all Executive Board meetings

· Join a committee and serve as a committee member

· Lead monthly Site Meetings to communicate ideas and activities of Executive Board and general SLI news to mentors
· Update mentors and mentees on previous events or assignments

· Represent site’s interests 
· Attend Executive Retreat; assist with planning if necessary
· Attend all Executive Board meetings

· Provide mentor and mentee perspective during Executive Board meetings

· Get feedback from site (through surveys, conversations) about previous events and SLI experience

· Get feedback from Teacher Liaison on regular basis
· Advocate for mentees with university or high school administrators when necessary


	Suggested Responsibities 

	· Educate yourself on mentoring 

· Take SLI’s APPLES service learning course 

· Attend Blue Ribbon’s Mentor Training Session 

· Attend New Mentor Training at beginning of year

· Assist with grant-writing

· Support/help SLI expansion
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