
POSITION DESCRIPTION 

Employee Name: Position:  Coordinator of Albright College 13th 
Street Educational Partnership 

Supervisor: Associate Dean of Student 
Professional Development & Experiential Learning 

Core Hours: Part-time (25-30 hours per week) 

Department: 13th and Union Partnership Division:  Academic Affairs 

FLSA Status: Exempt FLSA Exemption: Professional Exemption 

Position Summary: 
The Coordinator oversees Albright College’s partnership with the 13th & Union Elementary School and 
Northeast Middle School, serving as a liaison between the Principals of the schools and Albright College’s 
leadership.  To that end, the Coordinator works with constituents at the three educational institutions to 
development, implement and maintain existing programs, while identifying additional potential partnership 
and funding opportunities.  The Coordinator plans all partnership activities in consultation with the Associate 
Dean, and provides scheduling and logistical support to the College’s Tutor Manager at 13th & Union, and 
VISTA volunteer at Northeast Middle School.  The Coordinator works with College Relations at Albright and the 
principals of the schools to promote partnership activities both internally and externally.  This is a grant-
funded position, currently funded through May 2021. 

Essential Job Functions: 

• Oversee scheduling of tutors and classroom assistants at 13th & Union and Northeast Middle School, in
collaboration with the Principals of the two schools

• Through regular meetings and communication, direct and supervise the work of the 13th & Union Tutor
Manager and the Northeast VISTA volunteer.

• Hold regular meetings with the Principals of 13th & Union and Northeast Middle School to review
status of current programs, make adjustments to schedules/programs as needed, and discuss
possibilities for future programs.

• Supervise the Tutor Manager, who recruits and schedules tutors at 13th & Union for various programs,
including Ready.Set.Read! and Homework Club.

• Coordinate the recruitment and recommendation of the AmeriCorps VISTA volunteer.
• Attend relevant VISTA supervisor meetings and serve as point person for communications with PA/NY

Campus Compact relevant to VISTA position.
• Supervise the AmeriCorps VISTA, who recruits and schedules programs associated with Northeast

Middle School’s STEM lab, and other after school programs.
• Facilitate partnership programs developed by Albright faculty; foster Albright faculty interest in the

partnership and serve as liaison with faculty relevant to furthering partnership programs.
• In consultation with Albright faculty and staff, arrange use of College resources, such as the library, arts

spaces, and science facilities, by partnership schools, to enhance the learning experience and
curriculum.

• Oversee and coordinate schedule for field trips to Albright’s campus from the two schools, including
grade-level visits to the stream and wetlands, community garden, Freedman Gallery, 7th grade Day on
Campus, and other class visits, as developed in collaboration with partnership schools’ faculty and
staff.



• Schedule and chair Partnership Council meetings on a regular basis throughout the academic year. 
• Attend Albright’s Volunteer Fair in the fall/spring with Tutor Manager and VISTA to recruit student 

participants. 
• Work with the Associate Dean of Student Professional Development & Experiential Learning to develop 

service-learning opportunities for Albright students at partnership schools.   
• Oversee the composition and distribution of a community newsletter communicating 13th Street 

Educational Partnership activities and programming.  Maintain and develop and email list for 
newsletter distribution. 

• Research and initiate grant proposals, in consultation with Albright’s Director of Corporate & 
Foundation Relations, relevant to sustaining and developing the administrative and programmatic 
aspects of this partnership. 

• Work with Albright’s business office to manage 13th Street Educational Partnership budget. 
• Consult with Albright’s Director of Assessment & Institutional Effectiveness to develop assessment 

processes for partnership programs. 
• Provide sustained leadership to develop, guide and maintain initiatives that have a positive impact on 

student development and achievement.  
 

Physical Demands: 
The physical demands described below are representative of those that must be met by an employee to 
successfully perform the essential functions of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 
 
While performing the duties of this job, the employee is regularly required to use hands to handle, or feel; 
reach with hands and arms; and talk and hear. The employee is required to stand; walk; sit; and is occasionally 
required to climb or balance; stoop, kneel, crouch, or crawl. The employee must frequently lift and/or move 
up to 10 pounds. Specific vision abilities required by this job include close vision, peripheral vision, and ability 
to adjust focus. 
 
 

OCCASIONALLY-0-35% OF 
TIME 

FREQUENTLY-36-74% OF TIME CONSTANTLY-75% OF TIME 

Stand Sit  
Walk Lift/Carry/Push/Pull 0-10 lbs.  
Drive   
Reach   
Bend   
Climb   
Crawl   
Squat   

Lift/Carry/Push/Pull 11-50 
lbs. 

  

 
Work Environment: 
 
The work environment characteristics described here are representative of those encountered while 
performing the essential functions of this job.   
 
The individual is routinely exposed to indoor conditions, minimum outdoor weather and temperature 
extremes, and moderate noise level. 
 



 
Qualifications/Prerequisites: 
 
1.  COMMUNICATION 

a. Evidence of excellent oral and written communication skills. 
i. Verbal: Articulating ideas clearly, concisely, and persuasively, showing sensitivity to one’s 

audience, and moving people to action. 
ii. Written: Producing documents that are clear, concise, appropriate to the task, focused and well 

organized. 
iii. Listening: Actively listens to recognize and clarify verbal and non-verbal messages. 

b. Proven history of and commitment to working successfully with diverse populations; able to 
demonstrate an understanding of, sensitivity to and appreciation for academic, ethnic, socio-economic, 
ability, age and gender diversity of students and staff attending or working at Albright College and 
Partnership Schools. 

c. Ability to collaborate and communicate effectively with various constituencies including students, 
faculty and staff, and others. 

 
2.  SKILLS 

a. Strong organization and planning skills, managing and prioritizing many projects and tasks 
simultaneously and ability to be detail oriented. 

b. Excellent supervisory ability, able to help others develop organizational and time management skills. 
c. A record of proven administrative and management experience, supervising and evaluating 

professional staff. 
d. Grant-writing and/or grant-management experience. 
e. Experience managing a budget. 
f. Strong work ethic, a desire to innovate and deliver outcomes for students. 
g. Ability and willingness to work occasional evening or weekend events as needed. 

 
3.  EDUCATION 

a. Bachelor’s degree required. Master’s degree is preferred. 

 
4.  LICENSES 
  None. 
 
 
 
Employee             Date 
 
Supervisor             Date 
 
Vice President            Date 
 
Director of Human Resources        Date 
 
This job description is intended to describe the general nature and level of work performed by people assigned to this 
classification.  It reflects management’s assignment of essential functions; it does not prescribe or restrict the tasks that 
may be assigned.        
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