Position Announcement 

Associate Director

Master of Arts in Transformational Urban Leadership (MATUL) Program

January 2008

Pending final approval, Asian Theological Seminary will seek to hire an Associate Director for its Master of Arts in Transformational Urban Leadership (MATUL) Program. The Associate Director reports to and assists the Program Director in managing the resources necessary to operate a high-quality academic program. This is a full-time, 12 month position. 
Qualifications

1.
Demonstrated commitment to improving the social, economic, and spiritual conditions within Manila’s slums 
2.
Experience bringing residents and community leaders together to address issues affecting their quality of life.

3.    Experience training community members in areas of churchplanting, leadership and advocacy.
4.
Intimate knowledge of metro Manila – its neighborhoods (especially slums), community organizations, key leaders, and local government operations.
5.
Knowledge of the theory and practice of practice-oriented field education (e.g. ethnographic fieldwork, field study, internships).
6.
Strong communication skills

7.
Honesty, flexibility, compassion, dependability 

8.
Own (or access to) vehicle, with insurance and valid Drivers License

Responsibilities

Under the supervision of the MATUL Program Director, the Associate Director will be responsible to: 
1. Provide prospective students appropriate program information in a timely manner.

2. Survey and develop descriptive profiles (including location, size, population, level of development, key leaders) of major slum communities in metro Manila
. 

3. Consult with slum leaders and other urban specialists in Manila in order to identify 3-5 slum communities that might “host” MATUL students.

4. Identify local families for student homestay placements in and adjacent to these 3-5 communities.

5. Identify and begin to “map” citizen associations and organizations (churches, other religious organizations, schools, health clinics, 12-step groups, co-ops, block clubs, business organizations, outreaches to vulnerable populations, etc.) in the 3-5 slum communities that might serve as prospective internship sites.
6. Facilitate in-country logistical support for new and visiting students and faculty (e.g. airport pick up and drop offs, in-country transportation, guest accommodation, and meals), as necessary.

7. Provide practical support to the professor-of-record for the two field supervision courses (TUL570 Field Supervision I and TUL660 Field Supervision II) the five practical training (community internship) courses, the relationship throughout the degree with the supervising churchplanter, the students spiritual advisor, and for semesters 2-4 with the business mentor.

8. Supervise program library holdings and computer lab. 

9. Ensure the ongoing safety of all personnel (students, faculty, and staff) by establishing appropriate operational security procedures, including emergency evacuation plans.

10. Initiate emergency response protocol to disasters and emergencies, if required.
11. Participate in an annual Program Coordinator/Associate Director meeting for culture building, inspiration and lesson-sharing
.
12. Maintain a system for tracking the activities of graduates. 

13. Assist the Program Director in an annual program outcome review process. 
14. Assist the program director in his roles of making sure fundraising plan milestones are met by the faculty fundraising staff.  Communicate simply, this plan and its review annually to the MATUL commission. 
�Years doing this indicates that this needs to be carefully delimited in this job description to a networking database with supportive info, rathern be defined as a major research project


�Is this the annual MATUL commission? Or something else





