University Participant Program Organizational Chart, Roles, and Responsibilities

[image: image1.png]P Faculty Liaison/
Outreach

Deveigoment Graduate Assistant
Coordinator Pator Wney s
TBA Cassie Mofftt

Paid Support
see volunteer It





	UP Personnel
	Job Duties

	UP Project Director- David Westling
	· fiscal and operational responsibility for all aspects of the project
· oversees and supervises activities of the project coordinator
· report writing, project evaluation, research activities, professional presentations, and writing for professional publication   
· satellite programs and other misc contracts
· conference planning with national coordinating center

· solicit funding and sustainability for program

· implementing research and publications

· interviewing and hiring UP Personnel

· monitoring UP Program policies and procedures

· financial management and budget operations

· annual performance reports/data collection

· implementing behavior intervention plans as needed

	UP Project Coordinator- Kelly Kelley
	· managing and overseeing day to day operations 

· interacting with local schools, parents, and potential applicants 

· receiving and reviewing applications

· planning individual programs for participants 
· recruiting undergraduate students as natural supports
· arranging and monitoring weekly schedules for participants and natural supports

· supervising natural support persons
· evaluating participant progress
· facilitating person centered planning initiatives
· serving as academic advisor
· organizing orientations and Open Houses
· responding in emergency situations
· supervising coordination of weekly support schedules
· collaborating with various community and state agencies 

· report writing, project evaluation, research activities, professional presentations, and writing for professional publication   
· annual performance reports/data collection
· helping develop and update website

· providing volunteer training and resources

	UP Faculty Liaison / Outreach Coordinator-TBA

	· working with WCU faculty to assist them in developing course syllabi and instructional approaches based on the principles of Universal Design for Learning (UDL) 

· serving as the outreach coordinator and support person for at least five area satellite community colleges and one additional area four year college or university 
· report writing, project evaluation, research and profession presentations and publications
· maintaining and updating website

	UP Administrative Assistant-Susan Buchanan

	· all office related tasks associated with the project

· answering phones

· purchasing and organizing resource library
· managing travel and budget forms 

· microsoft operating systems    

· recording meeting minutes
· filing information
· arranging meetings 
· keeping calendars
· calculate and approve time sheets for paid supports

	UP Career Development Coordinator-Cassie Moffitt

	· finding and developing on-campus and off-campus work experiences and identifying supported employment sites for UP participants
· assessing participants’ vocational skills 
· providing supports to help participants improve work related skills 
· training natural supports with appropriate job coaching skills
· attending and reporting PCP meeting progress related to employment
· identifying jobs in participants’ communities
· providing and creating supports in order for participants to be successful in post-UP employment settings 

· knowledgeable about state and federal benefits for adults with intellectual disabilities
· working directly with Vocational Rehabilitation for all that qualify for VR services 
· helping with miscellaneous program tasks as needed
· facilitating work portfolios

	Graduate Assistant-Whitney Tapp
Paid Supports- see volunteer list

	· entering data into ETO Software and Excel databases

· assisting in coordinating weekly activities/supports with UP Participants 
· research and evaluation or dissemination needs 

· working directly with participants and families 

· attending grant and PCP planning meetings and assist with meeting minutes

· assisting in job coaching of UP Program Mentor/Consultant

· additional tasks as needed during the program's expansions (e.g., website, open house, orientations)
· maintaining and responding to potential applicant database
· attending and facilitating trainings with volunteers

	WCU Faculty and Community (varies)

	· Hosting and supporting academic, employment, and personal development of participants  
· Providing evaluation information 

	Assistive Technology Consultant-Rae Bachus and Mary Kay Dulin

	· Help participants function more like those without disabilities and often serves as a key component of UDL 
Provide services including:
· evaluation of assistive tech needs of participants
· assisting with and providing information about the use of devices
· providing training and technical assistance to UP Program
· coordinating with other support services
· servicing and maintaining assistive technology devices


