
 

MVNU Student Employment Job Description 

 

JOB TITLE: CoSMO Student Coordinator  

DEPARTMENT:  Campus Ministries Office 

REPORTS TO:  Chelsea Porter, Campus Ministries Engagement Coordinator 

REQUIREMENTS:  

 Recommended Education/Training:  Completed 1 year of college education. 

 Experience/Background/Knowledge:  Experience with CoSMO Groups, Participation in a current CoSMO group 

(not required, but preferred) 

 Skills:  A desire to help the Knox County and surrounding communities by serving through various needs.  

Dependability in following schedules and procedures.  Ability to work well with people and problem solve. 

Effective management skills. Creative mind and ability to think outside of the box.  

 Attire on the Job: University Dress Standard as listed in the Student Handbook 

 Expectations:  Provide a professional, organized, and efficient leadership for our CoSMO leaders.  Exhibit a Christ-

like attitude in all assigned duties.  Seek to be helpful at all times by taking initiative to accomplish what needs done.   

DUTIES (include but not limited to):  

 Work with the Engagement Coordinator to plan and prepare for LEAD Week Training of CoSMO leaders.  

 Work closely with the other CoSMO Student Coordinator 

 Create and keep up to date the bulletin board in the Caf Lobby with updated information on CoSMO and upcoming 

events.  

 Keep record of all CoSMO Groups, group leaders, community partners and group details.  

 Be a source of encouragement, wise counsel, and support to the CoSMO Leaders by meeting and communicating 

with them often.  

 Plan to visit each CoSMO Group at least once per semester.  

 Offer support to CoSMO leaders as needed as it pertains to attendance tracking through the uAttended App.  

 Ensure that each group is equipped with an adequate leader (and co-leader if possible) – if there is a gap, then you as 

the CoSMO Coordinator would fill that gap until a leader becomes available.  

 Be a team player with the staff of the Campus Ministries Office. Be available and will to do tasks as assigned.  

 Create and Develop new CoSMO groups.  

 Meet with the Engagement Coordinator Bi-Weekly for both team meetings and check-in meetings.  

 Meet with the CoSMO Leaders monthly to cover concerns, upcoming plans, and any needs they may have and assist 

them on those fronts.  

 Represent CoSMO and the Campus Ministries office on campus well by abiding by the student handbook, and the 

university rules and guidelines.  

NORMAL WORKING HOURS and DAYS:   Hours for this position will vary, but you may work up to 6 hours weekly, 

and are required 3 of those hours to be working in the Campus Ministries Office. The remaining hours can be worked offsite 

if needed.  


