
 

CIVIC ENGAGEMENT OFFICER 
Representative At-large 

 
REPO RTS TO :    ASI Vice  Pre sid e nt for Exte rnal Affairs 
Ad vise d  b y:  ASI Prog ram Coord inator and  Executive  Dire ctor 
 
PO SITIO N SUMMARY 
The re  are  two Re p re se ntative s At-Larg e  who se rve  on the  ASI Board  of Dire ctors (BO D), the  Dive rsity 
and  Inclusion O ffice r and  the  Civic Eng ag e me nt O ffice r.  These  two p ositions are  cre ated  to  focus on 
sp e cific asp e cts of ASI’s mission to  se rve  the  d ive rse  stud e nt b od y of Cal State  LA b y e nsuring  ASI’s 
e ve nts and  se rvices are  inclusive , and  that ASI se rves as the  p rimary ad vocate s for stud e nt need s on 
camp us.   
 
REQ UIREMENTS 

• O ne -on-one  me e ting s with ASI VP for Exte rnal Affairs and  ad vising  me e ting s with ASI 
Exe cutive  Dire ctor (d e sig ne e ) 

• Minimum re q uire me nts for stud e nt le ad e rs - http s:/ /asicalstate la.org /ge t-involve d /ap p ly-
p osition/b asic-e lig ib ility-re q uire me nts  

• Are  not allowed  to  p articip ate  in stud y ab road  d uring  the ir te rm and  cannot b e  unre achab le  
b y p hone  or e mail for more  than 10 conse cutive  working  d ays at a time  (includ ing  b re aks) 

• Sub mit a state  of affairs re p ort to  the  BOD in accord ance  with the  Cod e  of Proce d ure s   
• ASI office r d utie s b e g in June  1 and  re q uire s attend ance  at me e ting s and  training  throug hout 

the  summe r  
• Sche d ule  four (4) “e ng ag e me nt hours” e ach wee k that may includ e  mee ting  with stud e nts, 

faculty, staff, working  e ve nts, o r making  p re se ntations ab out ASI   
• All ASI stud e nt lead e rs must check e mail d aily and  b e  re achab le  b y p hone  or o the r messag ing  

system d uring  b usine ss hours throughout the ir te rm in office . 
 
TERM 
The  te rm in office  is one  acad emic ye ar b e g inning  June  1 and  e nd ing  May 31.  Stud e nt le ad e rs are  
e xpe cted  to  b e  availab le  throughout the  summe r for re q uire d  training  and  p re p aration for the  ye ar.  
ASI Board  p ositions are  e sse ntial ro le s in the  d ire ction and  financial ove rsig ht of ASI and  are  re quire d  
to  b e  availab le  to  re sp ond  to  b usiness matte rs eve ry d ay ASI is op e n, which includ e s b re aks when the  
camp us is op e n as we ll as some  we eke nd s.   
 
ESSENTIAL DUTIES AND RESPO NSIBILITIES 
In ad d ition to  me e ting  and  maintaining  Cal State  LA acad e mic stand ard s, the  fo llowing  re fle cts ASI’s 
d e finition of e sse ntial functions for this p osition. This d oe s not re strict the  tasks that may b e  assig ne d  
or exp e cte d , as ASI's Board  of Directors may d e le g ate  ad d itional d utie s and  re sp onsib ilitie s at any time , 
d ue  to  re asonab le  accommod ation or re focus. 
 
 
 
 
 

https://asicalstatela.org/get-involved/apply-position/basic-eligibility-requirements
https://asicalstatela.org/get-involved/apply-position/basic-eligibility-requirements


 

Civic Eng ag e m e n t O ffice r 
 

• Se rve  as ASI’s liaison to  the  Re sid e nce  Hall Association, Stud e nt He alth Ad visory Committee , 
Pat Brown Institute , the  Ce nte r for Eng ag e me nt, Se rvice , and  the  Pub lic Good , and  the  
Associate  Dire ctor of Gove rnme nt and  Community Re lations. 

• Re p ort at the  BOD on leg islation or issues re lating  to  Cal State  LA stud ents   
• Manag e  the  d e ve lop ment and  imp le me ntation of ASI’s civic and  vote r eng ag e me nt p rog ram, 

includ ing  vote r re g istration, non-p artisan vote r ed ucation, and  d istrib ution of information 
ab out b allo t measure s 

• Work with the  Ce nte r for Eng ag e me nt, Se rvice , and  the  Pub lic Good  to  cre ate  and /or p romote  
local se rvice -le arning  opp ortunitie s for Cal State  LA stud e nts 

• Build  innovative  p rog rams that d e ve lop  and  sustain ne w le ad e rs and  activists 
• Brie f the  BOD and  the  stud e nt p op ulation at larg e  ab out p rob le ms and  re sources of the  Los 

Ang e le s community that p e rtain to  stud e nts on camp us 
• Promote  ne w ave nues of thinking  ab out p articipatory d e mocracy and  g ove rnance  
• Work with ASI’s stand ing  committee s to  host workshop s, se minars, and  town hall me e ting s to  

p romote  d e lib e rate  d ialog ue  on issues of imp ortance  to  Cal State  LA stud e nts 
• Be  re sp onsib le  for e stab lishing  communication links/community re source s with ap p rop riate  

org anizations 
• Chairs the  Environme ntal Policy Committee  (EPC), a stand ing  committee  of ASI e stab lished  to  

g uid e  the  org anization’s e fforts to  e d ucate  campus on sustainab le  p ractice s and  g uid e  ASI’s 
p ractice s to  b e  e nvironme ntally frie nd ly 

• Re p orts actions and  re comme nd ations of EPC to  the  Exe cutive  Cab ine t and /or BOD 
• Provid es d ire ction and  conte nt for a strate g ic marke ting  p lan for p romoting  ASI sustainab ility 

initiative s 
• De ve lop s p rog rams that cre ate  aware ne ss around  e nvironme ntal issues 
• Mee ts with the  VPA to  d iscuss e nvironme ntal issue s on camp us and  within the  CSU Syste m 
• Se rve s on and  re cruits for the  Cal State  LA Camp us Sustainab ility Committe e  

Acts as liaison b e twee n the  camp us and  the  CSU Syste m, in te rms of ad vocating  for 
sustainab ility 

 
CO MMITTEE INVO LVEMENT 

• Chair of the  ASI Environme ntal Policy Committee  (EPC) 
• Voting  me mb e r and  re quire d  to  atte nd  all BO D me e ting s 
• Voting  me mb e r and  re quire d  to  atte nd  all ASI Le g islative  Affairs Committe e  me e tings 
• Voting  me mb e r and  re quire d  to  atte nd  all Community Eng ag e me nt and  O utre ach Committe e  

me e ting s 
 
SKILLS AND ABILITIES 

• Commitme nt to  exce llence  and  hig h stand ard s  
• Exce lle nt writte n and  oral communication skills  
• Strong  org anizational, p rob le m-solving , and  analytical skills  
• Ab ility to  manag e  p rioritie s and  workflow  
• Ve rsatility, fle xib ility, and  a willing ness to  work within constantly chang ing  p rioritie s with 

e nthusiasm  

https://asicalstatela.org/sites/default/files/content/upload/2014/12/policy-012-adm-environmental-committee-code-procedure.pdf
http://www.calstatela.edu/sustainability


 

• Acute  atte ntion to  d e tail  
• De monstrate d  ab ility to  p lan and  org anize  p ro jects  
• Ab ility to  work ind e p e nd e ntly and  as a me mb e r of various te ams and  committe e s  
• Ab ility to  hand le  multip le  p ro je cts and  me e t d e ad line s  
• Cre ative , flexib le , and  innovative  te am p laye r  
• Ab ility to  work on comp le x p ro je cts with g e ne ral d ire ction and  minimal guid ance  
• Working  knowled g e  and  und e rstand ing  of ASI p olicie s and  b ylaws 

 
GRANT IN AID 
All e le cted  and  ap p ointe d  ASI stud e nt le ad e rs re ce ive  a typ e  of scholarship  called  the  Grant in Aid  
(GIA).  The  GIA p ayme nts are  d istrib uted  on a se t sche d ule  e ach se meste r.  To  e arn the  full GIA 
p ayme nt, stud e nt le ad e rs are  re q uire d  to  sub mit b i-we e kly re p orts of the ir accomp lishme nts and  
activitie s p e rtaining  to  the ir p osition.  Failure  to  turn in b i-wee kly re p orts re sults in a d ed uction of the  
GIA p ayme nt. 
 
 
 
 
 
Approved by the Board of Directors – TBD 


