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Hyde Square Task Force
College and Careers Program Coordinator Job Description

Hyde Square Task Force (HSTF) is an award-winning youth development and social change organization based in Boston’s Latin Quarter. Through high-quality arts and academic and leadership programming, HSTF serves more than 1,200 youth from all over Boston. Our mission is to develop the skills of youth and their families so they are empowered to enhance their own lives and build a strong and vibrant urban community.

Position: Full-time College and Careers Program Coordinator who reports to the Director of College Success and Community Ventures

The College and Careers Program Coordinator will oversee programs and projects that aim to get youth interested in and prepared for college and careers. The College and Careers Program Coordinator will work closely with the Academic Success Coordinator and the College Success staff to ensure that programs (tutoring, college success, and mentoring) complement one another. The College and Careers Program Coordinator will be supervised by the Director of College Success & Community Ventures.

Summary of Responsibilities: 
· Implement college and career exploration curriculum for 100 youth in grades 9-12
· Oversee the senior-year mentoring program and respond to all youth mentoring inquiries
· Recruit and engage 20 youth outside of HSTF Youth Community Development programs to participate in mentoring program
· Recruit and supervise volunteer tutors and mentors
· Outreach to individuals and institutions to host or collaborate in implementing college and career exploration activities for youth
· Implement systems of expectations in all college and career exploration programming, including consistent rewards and consequences for all youth
· Track youth attendance and engagement in all college and career exploration activities 
· Provide feedback about all youth to other program staff in an organized, detailed, and timely manner
· [bookmark: _GoBack]Work with youth and Academic Success Coordinator to develop academic improvement plans, also including their parents/guardians, teachers, mentors, and guidance counselors in the conversation as much as possible.
· Work closely with other program coordinators to ensure success of all youth
· Work with Manager of College Success to ensure successful transition to post-secondary enrollment and HSTF’s College Success Program
· Complete quarterly reports, funder-mandated data, and all other required reports

Qualifications:
· Required: Bachelor’s degree and minimum of 2 years of experience in developing and implementing programs for urban youth
· Required: Strong interpersonal, project management, and communication skills
· Required: Prior experience recruiting and engaging volunteers
· Required: Availability to work Tuesday – Saturday from the end of September through June
· Strongly Preferred: Bilingual in Spanish/English, valid drivers license

Salary is commensurate with experience. 

Interested candidates should submit their resume and cover letter to Barbara Civill, Director of College Success and Community Ventures at Barbara@HydeSquare.org.  No phone calls, please. 

Hyde Square Task Force is an equal opportunity provider and employer. We value having a diverse staff who are representative of the community we serve and bring to our organization variety of traditions, experiences, and points of view. Individuals of all backgrounds are strongly encouraged to apply.
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