Job Code:...101499
Position #:(PSA) (E)

Date: 10/12/2021

UNIVERSITY OF RHODE ISLAND
POSITION DESCRIPTION

TITLE: Coordinator, URI Launch Lab

DIVISION: Academic Affairs (University Libraries)

REPORTS TO: Director, Office of Undergraduate Research/Innovation/Entrepreneurship
GRADE: 7

SUPERVISES: Student Staff, Volunteers

BASIC FUNCTION:

Assist with the execution of Launch Lab programs, recruitment, and logistics while
coordinating administrative functions and processes. Manage multiple simultaneous projects,
while supervising a team of student employees and volunteers. Manage Launch Lab’s
workshops, meetings, and other programming as needed. Ensure smooth operations of all
Launch Lab scheduling, activities, and student engagement.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Support the execution of new events and programs involving student-focused project
development, collaboration, and innovation. Maintain semester events and programs
calendar and contribute to activities and agendas. Support the development and execution
of Summer and Winter J-term programs.

Coordinate development of branding, marketing, and communication for Launch Lab through
the website, social media accounts, and monthly newsletters.

Manage the administrative functions of the office, including but not limited to the daily
management of the Launch Lab main email, Google Drive, meeting schedules,

correspondence, website, and community calendar updates.

Maintain Launch Lab contact lists, organize and update as needed.

Supervise undergraduate students working with Launch Lab and lead student employee
training programs.
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Lead weekly full team meetings and assist in preparing materials needed for meetings,
presentations, interviews, etc.

Develop relationships across the University to help promote Launch Lab’s digital media
presence.

Work closely with student organizations, academic departments, and URI partners such as
other units within the URI Libraries, Foundation and Alumni Engagement, Center for Career &
Experiential Education, Multicultural Student Services Center, etc. to execute programs,
workshops, and project development opportunities for students from all disciplines.

Connect with external partners in the larger innovation ecosystem on programs and

networking, such as RIHUB, URI Research Foundation, URI Foundation and Alumni
Engagement, Social Enterprise Greenhouse, MassChallenge, Venture Cafe, CIC.

Form strong working relationships with students, faculty, and alumni from diverse
backgrounds.

Be responsible for the operational aspects of Launch Lab, including scheduling of the facility,
student staff work schedules, and facility tours.

Attend Launch Lab programs and provide logistical support.

Stay up to date on University-wide events, campaigns, and programs to better inform
Launch Lab programming.

Work occasional weekends and evenings as needed.

OTHER DUTIES AND RESPONSIBILITIES:

Perform other duties as assigned/requested.

LICENSES, TOOLS AND EQUIPMENT:

Personal computer and printers; word processing, database management, spreadsheet and
presentation software. Social media. Microsoft Office.

ENVIRONMENTAL CONDITIONS:

This position is not substantially exposed to adverse environmental conditions.

QUALIFICATIONS:
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REQUIRED: Bachelor’s Degree; Minimum two years’ experience in event and program
coordination; Demonstrated supervisory experience; Demonstrated computer skills (G-Suite,
Zoom, Microsoft Office, etc.); Demonstrated professional social media experience (account
management, design of flyers, graphics & marketing materials, etc.); Demonstrated website and
contact list management skills; Demonstrated presentation skills; (lead meetings, create
agendas, etc.); Demonstrated strong interpersonal and verbal communication skills;
Demonstrated proficiency in written communication skills; Demonstrated ability to multitask in a
deadline-driven environment; and, Demonstrated ability to work with diverse
groups/populations.

PREFERRED: Demonstrated experience in Wordpress, Constant Contact, Slack, Hootsuite,
Trello, Canva, and Adobe Creative Suite; and, Demonstrated understanding of the innovation
process and exposure to the local innovation and entrepreneurial ecosystem.

ALL REQUIREMENTS ARE SUBJECT TO POSSIBLE MODIFICATION TO REASONABLY
ACCOMMODATE INDIVIDUALS WITH DISABILITIES.

Program Coordinator, URI Launch Lab, page 2



