
Summary Job Description 
 

CIP Coordinator 

As a member of the San Miguel Corporate Internship (SMCI) Team, the CIP Coordinator contributes to the overall 
effectiveness of the work-study program by ensuring that our student employees meet or exceed the expectations and 
employment needs of our partner businesses and organizations. With responsibilities for a specific portion of our 
business partners, he/she serves as the primary contact for the managers and supervisors at the partner worksite and is 
the work-study supervisor of the student employees assigned to those sites.  The CIP Coordinator reports to and is 
supervised by the Director of Corporate Internship. 

 

Major Areas of Responsibility 
 Coordination of the worksite relationship for a portion of our business partners 
 Manage all student employee evaluation metrics and performance data 
 Meet the expectations of all SMCI team members 

 

Required Qualifications and Skills 
 Bilingual English/Spanish 
 Desire to work for the mission of San Miguel High School and San Miguel Corporate Internship 
 Prior work experience with earned bachelor’s degree in business, business education or related field 
 Successful experience working with young people of high school age 
 Strong organizational and communication habits 
 Proficiency/Certification in commonly-used business software (MS Office Components), and other digital tools 

used in business 

 

Desired Qualifications and Skills 
 Previous experience working in a faith-based environment 
 Previous experience in Training  
 Holds Arizona Notary Public License 
 Earned degree at the Master’s level or higher in business, business education or related field 

 

Physical/Mental Requirements & Activities 
 Coordination and manual dexterity, normal mental and visual ability, ability to lift as required in office settings 
 Walking, sitting, standing, stooping, reaching, talking, handling, hearing, carrying and keyboarding 

 
Commencement:  Position to begin immediately 
Salary/Benefits:  Competitive salary with full benefits 
Job Description:  Please visit www.sanmiguelcristorey.org for a complete job description 
Application: Candidates will be interviewed until the position is filled.  Please submit: Staff Application 

(download from school website), résumé, letter of intent demonstrating qualifications for the 
position per job description, and three letters of reference with complete contact information. 

 
Natalie Morando, Interim Director 

6601 S. San Fernando Road 
Tucson, AZ 85756 

Telephone: (520) 294.6403 x1428 
Email: morandon@sanmiguelhigh.org 

 
 

 
 
 
 

http://www.sanmiguelcristorey.org/


Complete Job Description 
 

CIP Coordinator 

As a member of the San Miguel Corporate Internship (SMCI) Team, the CIP Coordinator contributes to the overall 
effectiveness of the work-study program by ensuring that our student employees meet or exceed the expectations and 
employment needs of our partner businesses and organizations. With responsibilities for a specific portion of our 
business partners, he/she serves as the primary contact for the managers and supervisors at the partner worksite and is 
the work-study supervisor of the student employees assigned to those sites. The CIP Coordinator is also responsible for 
maintaining the HR files for all student employees and facilitating recognition programs for students and business 
partners of SMCI. The CIP Coordinator reports to and is supervised by the Director of Corporate Internship. 

 
 

Specific Job Responsibilities 

1. Coordination of the worksite relationship for a portion of our business partners 

 Participate in the assignment of student employees to jobsites 
 Schedule and coordinate jobsite orientations and any preliminary work (TB tests, drug screens, etc.) as 

needed; follow-up with supervisors on all new students in a timely manner 
 Collaborate with the Director to ensure appropriate preparation and orientation for new partners 
 Establish and maintain effective communication with supervisors about student employee performance 

and partner satisfaction 
 Visit jobsites regularly and meet with supervisors and managers during observations of student employees 
 Mentor student employees in on-the-job training as necessary 
 Conduct periodic performance reviews for assigned student employees 
 Maintain accurate and up-to-date records of student performance and communication with partners 
 Coordinate arrangements for student employees to participate in special events with partners 

2. Manage all student employee evaluation metrics and performance data 

 Oversees the follow up of attendance, punctuality and dress code issues with students and parents (i.e. 
detentions, fine notices, etc.) 

 Track, organize and format student employee performance evaluations each semester 
 Appropriately document and communicate all follow up information with SMCI Team 

 
 

General Expectations of all SMCI Team Members 

1. Advance the mission of San Miguel High School 

 Communicate our mission and philosophy to persons and groups within the greater community 
 Promote the ongoing development of San Miguel’s ‘human and Christian’ approach to education 
 Foster professional and constructive relationships with students grounded in Lasallian principles 
 Participate in the educational, religious and communal functions of the school community (i.e. formation) 
 Attend special school events when possible or as directed 

2. Advance the objectives of the Corporate Internship Program 

 Communicate our objectives to persons and groups within the greater community 
 Build connections within the school and greater community to foster these objectives 
 Work with others on the SMCI team to ensure a solid direction for the program 
 Regularly seek out opportunities for program improvement and be open to new ideas/ways to further our 

objectives and overall mission 



3. Ensure successful job placements for all student employees 

 Work closely with other SMCI team members to ensure quality student-team arrangements for each job 
 Match each student’s capabilities, skill sets and interests to the needs of each job 

4. Monitor and evaluate the work performance of student employees 

 Visit the workplace to observe student performance in person  at least once a year 
 Conduct periodic performance reviews with supervisors during live visits, over the phone or via e-mail 
 Communicate regularly with students about their progress and performance at work 
 Identify target growth areas and formulate plans to foster growth 
 Maintain professional and effective communication with students 
 Support and implement retraining activities as necessary 
 Promote recognition of success and special achievements for individual student employees and teams 

5. Enforce expectations for all student employees 

 Communicate and hold students accountable to expectations on attendance, dress code, conduct, and 
work performance in a professional and consistent manner 

 Cooperate with others on the SMCI team and in the school to remedy cases of severe misconduct 
 Manage the compilation of work-related information into student records and transcripts 

6. Support instructional and training activities for student employees 

 Assist in coordinating and facilitating the San Miguel Institute 
 Prepare Morning Assembly lessons and daily warm-ups and conduct Morning Assemblies as directed 
 Support ongoing training for all students to address various needs at the workplace 
 Support our transportation department 

7. Facilitate communication between parents and the Corporate Internship office 

 Serve as the primary point of contact for parents regarding their student’s work performance and progress 
 Maintain professional and effective communication with parents via appropriate channels as necessary 
 Conduct parent-student conferences to discuss and evaluate student performance as necessary 
 Receive parents who visit the office in person 

8. Promote and maintain regular and open communication with business partners 

 Conduct monthly check-in phone calls to each supervisor and business for which you are responsible 
 Coordinate site visits to observe student performance and touch base with supervisors in person 

i. Spend at least 5 hours per month visiting worksites and meeting with supervisors in person 
ii. Visit each work site at least once a semester 

 Keep an accurate log of all communication with supervisors and business partners 
 Participate in activities with supervisors and business partners as necessary (i.e. luncheons) 
 Consult with business partners regularly for feedback on our program services and organizational 

effectiveness; respond to and act upon feedback in a timely manner 
 Maintain positive and professional relationships with all supervisors and businesses to ensure 90% 

retention of the businesses for which you are responsible each year 

9. Support and participate in the job acquisition process 

 Attend cross-training meetings to learn about the process and understand what happens during a meeting 
with prospective business partners  

 Participate in at least one job acquisition meeting/tour a month to gain further practice in and 
understanding of the job acquisition process  



 Solicit an increase in the contracts of current business partners for which you are responsible  For example: 
i. Ask a 0.25 FTE to increase to a 0.5 FTE or higher 

ii. Ask a 0.5 FTE to increase to a 1.0 FTE or higher 
iii. Ask a 1.0 FTE to increase or refer a business who would be a good fit for our program 

10. Promote an ethic of professional teamwork within the SMCI team 

 Foster a common effort to set goals and coordinate work to accomplish those goals 
 Actively contribute to the effectiveness of team meetings 
 Regularly assess organizational effectiveness and overall progress of our program 
 Provide constructive performance feedback for other SMCI team members when useful 

11. Foster personal and professional growth 

 Continually update your professional knowledge about issues/practices in business and education 
 Grow in the awareness of your vocation to a Christ-centered relationship with students 

 


