
 
Work Study Job Description 

Off-Campus Employers 
 

Job Title of this Position  
Name of Organization  
Website  
Job Location Address 
 

 
 

  

Contact / Supervisor  
Phone Number  
E-mail  
  

Hourly Pay Rate (indicate a range)   

Employment Period 
    Summer Only                   Academic Year               Summer & Academic Year   
 (7/1/2009 - 9/29/2009)                 (9/30/2009 - 6/11/2010)                       (7/1/2009 – 6/11/2010) 
 

Hours per week 
Summer: 

             Full time program 40 hrs/wk      
Part time program up to 19 hrs/wk 

Academic Year: 
Part time program up to 19 hrs/wk 

 
Nature of Business or Organization: 
 
 
 
 
 
Duties and Responsibilities: 
 
 
 
 
 
 
 
Minimum Qualifications: 
 
 
 
 
 
 
 
Educational Benefits: 
 
 
 
 
 
 

(For Work Study Office Use) 
 

JOB NUMBER:            Program/Rate:   FEDERAL______%   STATE______% 
2009/2010 


	Phone Number:
	Email:
	IRS Tax Number of Organization: 

	Job Title of this Position: Commute Program Assistant
	Name of Organization: Cascade Bicycle Club Education Foundation
	Website: www.cascade.org
	Job Location Address: 7400 Sand Point Way, Seattle
	Contact  Supervisor: John Mauro, Director of Commute Programs
	Phone Number: 206.446.3688
	Email: john.mauro@cascadebicycleclub.org
	Hourly Pay Rate indicate a range: $12-$17
	Nature of Business or OrganizationRow1: The Cascade Bicycle Club Education Foundation was created in 2001 to provide education programs and consulting services to the local community, in the interest of creating a better community through bicycling.

We educate elected officials and agencies about building bicycle-friendly communities; teach safe cycling to kids and adults; promote bicycle commuting through individual and corporate programs; review transportation plans to ensure that our cycling voice is heard; and work with schools on fitness programs and Safe Routes to Schools. Programs and materials are free or low-cost.

The foundation is registered with Washington’s Secretary of State, tax ID# 91-2165219
	Duties and ResponsibilitiesRow1: 
Assist in the planning and program delivery of a variety of Commute Department projects, including 
   * administration, event support and strategic planning for Summer Bike League 2010
   * materials preparation/coordination, scheduling and possible presentation of commute classes for regional businesses and agencies
   * logistics, scheduling, research, materials development and possible facilities assessment for the Bike Business Forum
   * training and event support for the Green Bikes Project
   * event planning and logistical coordination for projects like Random Acts of Breakfast
   * general program support during Bike Month (May)
   * support and implementation of new initiatives as they are developed


	Minimum QualificationsRow1: 
*  Excellent organizational skills, including the ability to manage multiple projects, work accurately under deadline, and manage time 
*  Strong oral and written communication skills
*  Ability to quickly learn about Cascade Bicycle Club Education Foundation and represent the Foundation and its work appropriately to the general public
*  Ability to work well as part of a team but with a need for self-driven, problem solving and independent decision making
*  Some knowledge of bicycle safety practices, transportation issues and policies and active transportation
*  Some experience in public speaking and presentation 
*  Abilities to be flexible, creative, and have fun
	Educational BenefitsRow1: 1. Excellent experience working with a leading regional non-profit organization with over 20 staff from a variety of backgrounds, 11,000 members and over 50,000 constituents
2. Project management skills development working as part of a small and dedicated team
3. Opportunity to apply and refine multidisciplinary approach to problem solving and program development/implementation
4. Exposure to a variety of groups, including the general public, the business community, agencies and elected officials
5. Integration of transportation planning, environmental studies, sustainability, education, service delivery and public policy
6. Opportunity to interact and coordinate with other departments and initiatives at Cascade
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