College of Arts & Sciences

Outreach/Diversity Recruitment Plan

Department:

  Position Title:

  Posn #:

1. Required advertising

A. Burlington Free Press or Seven Days

B. www.Craigslist.com
2. Required local outreach/diversity contacts (see below)

3. List any department-specific outreach/diversity activities:

Local Diversity Outreach/Diversity Contacts (see distribution list below)

· Abenaki Self Help Association : sogomo@comcast.net, 

(802)-868-2559, (802)-868-7146

· ALANA Student Center (UVM): Beverly.Colston@uvm.edu

· Hector Cobeo/Hermanos Productions: hector@hermanosproductions.com
· Reverend LeRoy Dixon, New Alpha Missionary Baptist Church (need to send by mail). 
           38 So. Winooski Ave, Burlington, VT 05401

· The Center for Cultural Pluralism, UVM:

Mary.Heininger@uvm.edu, Sherwood.Smith@uvm.edu, Wesley.Rodriguez@uvm.edu
· The Greater Burlington Multicultural Resource Center: info@gbmrc.org

· Sista United Alliance
Contact: Kinda Sharp Garrett, 12 North St., Burlington, VT 05401, (802) 660-4875 Sistaunited@yahoo.com
· Lagiri Van Ness-Otunnu, US Refugee Resettlement, lvannessotunnu@ci.Burlington.vt.us
· Lashawn Sells, lsells@bsdvt.org, Diversity Coordinator, Burlington Schools.
· Loka Losambe, lokangaka.losambe@uvm.edu, Chair of English, contact with community of color
· Wanda.Heading-Grant@uvm.edu, Vice Provost for Multicultural Affairs, to forward to contacts.
· Zyck Baggett, member of Jeh Kulu, with connections to community of color,  ZBaggett@ardinc.com
· Wanda Hines, CEDO, Legacy project, whines@ci.burlington.vt.us
· Patrick Brown, Greater Burlington Multicultural Center, patbw@hotmail.com
· George Wright, Director, Association of Africans Living in Vermont: AfricaVermont@yahoo.com, gjwrightiv@yahoo.com 

· Dr. Aram Ayalon, National Association for Multicultural  Education in the New England,  ayalona@mail.ccsu.edu
· Rosemary Graveline: rose.graveline@uvm.edu
· Mary Guillory, mary.guillory@uvm.edu, to forward to ALCO list.

· Dr. Laura Clemmons, UVM Access, lclemmon@uvm.edu.

· Henri Sparks, Burlington High School teacher, hsparks@bsdvt.org.

· Jesse Cope, Burlington High School teacher and pastor, jcope@bsdvt.org.

· Christine Longmore, CLongmore@ci.Burlington.vt.us, Vermont Association of Business, Industry and Rehabilitation, one of Co-Founders of Uncommon Alliance and UA Steering Committee.

· Dennis DePaul, UVM, Student Affairs, dennis.depaul@uvm.edu.

· Denise Lamoureux, State Refugee Coordinator Denise.Lamoureux@ahs.state.vt.us
· Clarence Davis, City Councillor, clarencedavis@burlingtontelecom.net
· Nana Minkah, Music Department,  nana.minkah@uvm.edu
· Hal Colston, Good News Garage, Hal@neighborkeepers.org
· Matt Thompson, Vermont Refugee Resettlement Program (VRRP) employment counselors, mthompson@uscrivt.org
· Ongyel Sherpa, Vermont Refugee Resettlement Program (VRRP) employment counselor, osherpa@uscrivt.org
· Erin Turcot, career counselor at Champlain College, post openings that are opportunities for diverse populations, turcot@champlain.edu
·  Uncommon Alliance, local group working on racial issues in Burlington, uncommonalliance2008@yahoo.com
· Daniello G. Balon, Director of Diversity & Equity.  Burlington School District.
Email Distribution list:  (Cut and paste this email list)

sogomo@comcast.net, bcolston@uvm.edu, hector@hermanosproductions.com, Mary.Heininger@uvm.edu, Sherwood.smith@uvm.edu, Wesley.Rodriguez@uvm.edu, info@gbmrc.org, Sistaunited@yahoo.com, lvannessotunnu@ci.Burlington.vt.us, lsells@bsdvt.org, lokangaka.losambe@uvm.edu, Wanda.Heading-Grant@uvm.edu, ZBaggett@ARDINC.COM, whines@ci.burlington.vt.us, patbw@hotmail.com, AfricaVermont@yahoo.com, gjwrightiv@yahoo.com, ayalona@mail.ccsu.edu, rose.graveline@uvm.edu, mary.guillory@uvm.edu, lclemmon@uvm.edu, hsparks@bsdvt.org, jcope@bsdvt.org, CLongmore@ci.Burlington.vt.us, dennis.depaul@uvm.edu, Denise.Lamoureux@ahs.state.vt.us, clarencedavis@burlingtontelecom.net, Nana.minkah@uvm.edu, Hal@neighborkeepers.org, mthompson@uscrivt.org, osherpa@uscrivt.org, turcot@champlain.edu, uncommonalliance2008@yahoo.com, dbalon@bsdvt.org
Sample message:

Dear xxx

I am writing you with information about a new staff position opening up in the English Department for an administrative assistant. Some information about the position can be found below. A full description of the job can be found at www.uvmjobs.com, requisition #032141.

As you may know, the University of Vermont is very interested in increasing the representation of people of color on our staff and faculty and increasing the representation of those who are committed to working with diverse populations. I would therefore appreciate it if you could circulate this information as widely as possible. Thanks so much. 


Best regards, Stephanie

Job Description
 Administrative Assistant - English Department.

Provide general office and operational support and records maintenance for administrative areas in the Department of English. 

· Provide first point of contact, receive departmental guests and students using comprehensive knowledge of university services and academic registration process. 

· Type correspondence and related documents, maintain electronic student records, and schedule rooms for department events. 

· Compile directories, computer inventory and order supplies. 

Qualifications:
Associate's degree, one to three years related experience, working knowledge of software applications used to support office functions and familiarity with Internet resources required, or an equivalent combination. Keyboarding speed of 35 - 50 WPM may be required. The College is committed to fostering and affirming an inclusive, multi-cultural, multi-ethnic environment for its staff, faculty, and students. In their cover letters, applicants should include a description of how they will assist the College in creating this environment. Review of applications begins on October 26, 2008.
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