Literacy Green Bay
Detailed Job Description 
Adult Tutoring Program Coordinator 
Reports to: Executive Director



Pay Range:  $15-$17 based
Position: 30 hrs/weekly, approx. 70%


on experience/qualifications
daytime and 30% evening hours until 8:15 PM

SUMMARY:
The Adult Tutoring Program Coordinator is responsible for the successful operation and outcomes of our Adult Tutoring program.  The primary function of the position is to recruit, monitor and support the organization’s volunteers; educate the public about our programs and opportunities; match volunteer tutors with students; and provide resources and support for all existing tutors/student pairs. The Program Coordinator also recruits and provides support to our volunteer Student Evaluators and Tutor Trainers. Previous experience with program management and volunteer coordination as well as the ability to work with diverse populations, communicate clearly, confidence with public speaking, and strong organizational skills are essential to the success of this position.
RECRUITMENT/MATCHING
· Recruit, meet, interview and orientate volunteers 
· Match volunteer tutors with students 
· Assist with attending fairs, conducting presentations and participating in interviews with media to recruit new tutors 
· Represent Literacy Green Bay professionally to the public and create positive relationships with the community.
IN-SERVICES
· Schedule, arrange, contact speakers or design and present in-service programs Arrange mass mailings/emails to all active and certified tutors
· Coordinate with Marketing Coordinator to invite or share opportunities for professional development (i.e., free webinars/community workshops) with tutors
TUTOR SUPPORT
· Be available by a variety of means (phone, email, walk-in) to provide any support needed to tutors and other volunteers
· Provide tutor support through advice, recommendations, consulting, and encouragement

· Foster a positive and structured volunteering experience for all volunteers through professionalism, encouragement and open-communication.
· Provide corrective action to volunteers who do not follow policies or are detrimental to organization’s success.

TUTOR RECOGNITION
· Oversee office volunteer in sending out monthly tutor/student match anniversary cards and annual match anniversary reflection sheets
· Coordinate with Marketing Coordinator to recognize matches in newsletter or through other means
· Coordinate with a volunteer to send tutor exit survey

· Plan annual recognition event, with assistance from Special Events Coordinator and ELL Class Program Manager
· Nominate volunteers for awards as appropriate
· Arrange special activity/refreshments during Volunteer Week to recognize our volunteers
ORIENTATION/WORKSHOPS/TUTOR TRAININGS
· Participate in staff rotation to conduct new tutor/volunteer orientations
· Recruit tutor experience speakers for workshops
· Participate in workshops as needed

· Maintain list of persons interested in becoming a tutor and coordinate with a volunteer to send upcoming workshop notices.

· Communicate with Office Coordinator or volunteer to enter/update tutor data/information in LACES software system
· Provide attendance roster for each training session

· Coordinate with Office Coordinator or a volunteer to track attendance and create certificates of completion

· Coordinate with Office Coordinator or volunteer on submission of newly trained tutors to ProLiteracy 

· Follow up on non-attendees and arrange make ups

· Work with the Tutor Trainers to update, revise and modify training workshop as needed to fit tutor/student needs 
· Assist Executive Director in recruiting and training new Tutor Trainers
PROGRAM MANAGEMENT
· Update and/or revise existing ways to document, track, monitor and support tutors and students (tutor data sheets, student data sheets, screening of volunteers, exceptional student policy, tutor & student exit surveys, student handbook, tutor expectations & policies)
· Create and maintain computer records of tutor/student activity

· Document program outcomes for various grant reports (United Way/ProLiteracy)
· Record student/tutor special circumstances/incidents into Comments section of LACES and check this section before matching
CURRICULUM
· Guide volunteers in maintaining tutor lending library including catalog new materials, monitoring circulation, re-shelving materials, completing annual inventory

· Be knowledgeable in curriculum and support materials to assist tutors with selection and questions
· Stay abreast of latest curriculum standards, assessment methodology and training techniques

· As necessary, expand resources/curriculum, etc.
· Recommend resource materials to volunteer tutors as needed.
STUDENT EVALUATIONS:

· Assist Executive Director in recruiting and training volunteer evaluators 

· Oversee monthly testing schedule with evaluators and arrange for additional testing as needed
· Coordinate a volunteer to preparing testing materials prior to each testing session
· Review all evaluations and enter test scores into computer system.
· Send reassessment results to tutors/students
STUDENT SUPPORT: 
· Act as contact person for students having problems and students on waiting list
· Maintain resources and encourage alternative activities for students waiting for a tutor
· Regularly contact students on waitlist to update their availability and interest 
· Try to get to know students personally as much as possible 
· Coordinate with a volunteer to mail and track student exit surveys
· Plan/provide additional learning opportunities for students (i.e. book discussions), as time allows
CITIZENSHIP:

· Oversee a Lead Citizenship Tutor to:
· Recruit Citizenship Tutors as needed
· Meet with potential citizenship students to complete initial evaluation & interview

· Prepare curriculum materials for citizenship tutors
· Schedule mock interviews for students preparing for citizenship
OTHER
· Act as evening supervisor one to two nights per week

· Assist as needed with student registration

· Maintain updated records in LACES and provide periodic reports

· Participate in BAMVS and other volunteer management and program management meetings
· Attend WVCA or other conferences and webinars to develop professional volunteer management.

· Collaborate with other staff to provide the best suited programming for individual learners
· Attend, participate and provide reports in monthly staff meetings

· Attend and assist at special events as requested

Interested candidates should send a resume to Robyn Hallet, Executive Director at rhallet@literacygreenbay.org.
