
Literacy Partners
Program Coordinator Position Description

Title:




Literacy Partners Program Coordinator

Employer:


School District

Responsibilities:


· Oversees and coordinates all aspects of Literacy Partners on site and with mentors including, but not limited to the following:

· Collaborates with district, building and/or classroom staff to design activities that will improve literacy as measured by achievement on state or district reading assessments;

· Secures all mentor applications and background checks, and parent consent forms;

· Oversees and assists with participant screening, training, matching, support, supervision, and recognition activities for mentors and students;

· Acts as liaison between organizations supplying the mentors and the students; maintains records of attendance and outcomes for mentors and mentees; notifies mentors when students will not be present during sessions or vice versa;

· Provides guidance to mentors and students to ensure that both have an enriching mentoring experience;

· Organizes orientation session that outlines goals, procedures and activities for mentors; provides ongoing support and training sessions for mentors as needed;

· Together with E3, plans and promotes the program launch, and ensures that mentors, parents and students are aware of program particulars;

· Creates and oversees implementation of ongoing marketing and mentor recruitment plans;

· Communicates with teachers on a weekly basis concerning site or individual issues or needs;

· Contributes to program evaluation efforts on an ongoing basis; and

· Identifies options for program sustainability through grants and community partnerships.  
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