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 West Virginia State University Research and Development Corporation

  Institute, WV 25112

Job Title: 4H Extension Agent
Department/ Office: Extension: 4H Youth Development         
Reports To: Assistant Program Director for 4H Youth Development         
FLSA Status: Exempt  
 Job Summary
The 4H Extension Agent operates within the West Virginia State University Research and Development Corporation’s Extension Service and provides highly interactive informal educational experiences for PK-12 youth using a variety of methods and in a variety of settings. The incumbent delivers programs both on-campus and in locations primarily in underserved areas across the state of WV. The Extension Agent will work collaboratively with a team of Extension and research professionals and volunteers to provide dynamic program leadership for their local program. Primary duties include support of educational programs in positive youth development, literacy, citizenship, healthy living, Science, Technology, Engineering, and Math (STEM) and leadership.

Essential Duties and Responsibilities include the following. Other duties may be assigned.

Educational Program Development/Delivery 

Program Reporting and Fiscal Management

Administration

Technical Assistance Other Duties as Required

Essential Duties and Responsibilities include the following.

Educational Program Development and Delivery 
· Coordinate the delivery of various WVSUES programming with emphasis on 4H youth programming.

· Develop community based events, workshops and training experiences

· Create curricula appropriate for WVSUES support programming

· Deliver and collect program surveys for evaluation 

· Develop and deliver innovative hands-on, informal STEM programs using approved resources, materials, and evidence-based curriculum. 
· Prepare and teach classroom workshops for student groups, both on-campus and offsite. 
· Perform the tasks involved with the set-up and breakdown of programs and associated administrative tasks.
· Collaborate with local, state, and national educational outreach programs to conduct and promote youth-targeted educational workshops and outreach activities.
· Conceptualize new program initiatives and refresh existing program content to ensure relevancy and innovation.
· Prepare and coordinate student volunteers to assist with program implementation.
· Provide educational programs in a variety of settings both on-campus and in local communities (e.g. classrooms, after school programs, student groups, local and regional science fairs, public outreach events, on-campus events, summer camps, etc.).
· Participate in ongoing professional development sessions, continuously advancing one’s own knowledge and understanding of pedagogy. 
· Participate in programmatic resource development and management by proactively seeking external funding opportunities, writing grants, and managing budgets.
· Represent WVSU Extension, engaging members of the public, on-site and in schools and other community settings. 
Program Reporting and Fiscal Management 
· Proactively seek extramural funding (local, state, and national grants and foundation requests) to support continued program outreach efforts

· Manage grants and contracts related to Identified Project initiatives

· Work with program staff, and Evaluator on grant reports

· Promote the program at local and statewide events

· Create monthly and annual reports for the Assistant Program Director for 4H Youth Development and administrators of WVSU and the WVSU Research and Development Corporation Institute

Administration
· Seek sustainability efforts for future program funding and site locations

· Assist to recruit, train, recognize, and retain Program Volunteers

· Assist in maintenance of accurate records on screening, job descriptions, placements, and evaluations of volunteers

Technical Assistance 
· Provide field expertise to community and partners

· Serve on community boards and committees

· Submit articles or other information to internal and external publications

· Participate in community events

Other Duties as Assigned 
· Conduct activities to foster a positive public image of West Virginia State University Extension, The WVSU Research and Development Corporation Institute, and West Virginia State University, an 1890 Land-Grant Institution

· Represent West Virginia State University Extension with appropriate individuals, agencies, and organizations on a state, regional, national, and international basis

· Work collaboratively with other Extension Agents and staff to create and deliver interdisciplinary programs. This includes programs with West Virginia University Extension Service and other university partners as well as external agency and organizational partners.

· Create presentations that highlight 4H work at WVSU and assist with delivery at conferences

· Other duties may be assigned.

Supervisory Responsibilities

Responsibilities of the position include: management of project team partners to achieve designated benchmarks; recruit, interview, train and retain volunteers. Appraising performance, rewarding and disciplining volunteers; addressing complaints and resolving problems.

Qualifications

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The individual must be experienced in communicating with youth, stakeholders and agency partners and be able to work independently, often off-site, and with minimal supervision.  The positon requires adherence to standards and guidelines set forth by WVSUES, WVSU R&D Corporation as well as federal guidelines pursuant to the various granting agencies. The individual must exhibit a willingness to work collaboratively and have capacity for flexibility.

Other Qualifications  

Must be able to attend meetings and other work-related events and activities; and travel to attend state, regional, and national conferences and workshops as appropriate
Education and/or Experience

A Bachelor's degree is required, Masters preferred in one of the following fields: agriculture and natural resources, nutrition, family and consumer sciences, biological or social sciences and education. The successful candidate will have strong written and oral communication skills and experience in working with diverse clientele and organizations.

Computer Skills

To perform this job successfully, an individual should have knowledge of database software, Internet software, and word processing software.

Physical Demands

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 
While performing the duties of this job, the employee is regularly required to sit and reach with hands and arms.  The employee is frequently required to stand and walk.  Specific vision abilities required by this job include ability to adjust focus.  
Work Environment

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.  The noise level in the work environment is usually moderate. 
Travel

Travel state-wide but may also include various portions of the United States based on attendance requirements for training and/or reporting for grant purposes. 

Position Type and Expected Hours of Work

This is a full-time position.  Days and hours of work are Monday through Friday, 8:30 AM to 5 PM.  Summer Schedule is Monday through Friday 8:00 AM to 4:00 PM.  However, due to the nature of work performed, flexible hours, including evenings, weekends and occasional overnights are required.

Other Duties

Please note this job description is not designed to cover or contain a comprehensive listing of activities, duties or responsibilities that are required of the employee for this job.  Duties, responsibilities and activities may change at any time with or without notice.

Work Authorization/Security Clearance

This position is designated as security-sensitive.  Before an offer of employment is made, a pre-employment background investigation will be completed, which may include a criminal background check, educational, DMV and prior employment.

This position is designated as security-sensitive. Before an offer of employment is made, a pre-employment background investigation will be completed, which may include a criminal background check, educational, DMV and prior employment.   
Please send cover letter, resume, unofficial transcript and recent letters of recommendation from three professional references with contact information to:  Search Committee, West Virginia State University Research and Development Corporation, PO Box 1000, 204 ACEOP Administration Building, Institute, WV 25112 or via email to RDemployment@wvstateu.edu. Questions may be directed to 304-766-4133. Review of applications will begin immediately and continue until position is filled.  
West Virginia State University Research and Development Corporation is an equal opportunity/affirmative action employer. 
