America Reads Coordinator Job Description

The America Reads Program is designed to assist elementary children in learning how to read.  Undergraduate, work-study students work as reading tutors for children in local elementary schools (grades preK-5).  The graduate student coordinator helps administer the program and is supervised by the America Reads Program Director.

Typical responsibilities include

· Make bi-weekly site visits to each of our partner schools
· Help with hiring tutors
· Help with scheduling tutors
· Provide tutors and coach mentors with tutoring schedules
· Assist in initial tutor training
· Research and develop new training and reflection session agendas
· Assist with collection of tutor and learner data
· Aggregate data at the end of each semester
· Write a Tutor Tabloid newsletter once a semester
· Make bi-weekly announcements about tutor success stories and/or tutor tips
· Update the America Reads web page
· Plan end-of-semester celebrations
· Ensure that all materials are returned at the end of the year
· Ensure that all paperwork is collected on-time
· Remind coach mentors of important dates
· Ensure that tutors do not have too many books checked out at one time
· Coordinate the Authors’ Tea during the second semester
· Solve problems
Desired qualifications include

· Ability to problem solve

· Excellent organizational skills

· Experience in program administration

· Experience teaching or leading participatory discussion groups

· Interest in community education

