T RISING

Program Coordinator Job Description
(2026-2027)

Program/Department: Path2Math, Succeeding by Reading, FamilyBridge
Reports To: Program Director/Manager

Works With: Children Rising staff, volunteers, students, families, & partners
Compensation: Starting at $27.00/hour

Starting rate may be higher based on relevant experience, qualifications, and
demonstrated skills.

Hours: PART-TIME: 4-20 hours/per week, during the academic year
Location: School sites, Children Rising office and remote

Description of Role

The Children Rising Program Coordinator coordinates two or more weekly tutoring
clinics, manages and provides support to teams of trained volunteer tutors who
work one-on-one with elementary school children. The Program Coordinator is part
of a collaborative team of program staff and volunteers who instruct and inspire
students performing below grade level in math or reading in order for them to gain
critically important foundational math and reading skills and supportive family
engagement and ensuring high-quality, coordinated, and integrated services aligned
with Children Rising’s Circle of Care model.

Primary Responsibilities (day-to-day and recurring responsibilities)
Tutoring Programs:

e Develop deep familiarity with program tutoring curriculum and learning tools.

e Coordinate clinic scheduling with the school office to ensure clinic alignment
with school schedules throughout the year.

e Prep clinic environment ahead of time, managing materials and room
arrangement so that the clinic can start on time, and students and tutors can
work together effectively.

e Pick up students from their classrooms at the appropriate clinic session time,
bring them to the designated clinic space.

e Act as a facilitator and cultivate an atmosphere of trust, cooperation, and
ongoing learning for students, their tutors, and families as assigned.

e Act as a resource person for tutors, providing scheduling, coaching and
encouragement - assisting with material selection and lesson planning, and
responding to student behavioral issues.

e Provide minor IT support with regards to internet connectability,
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headphones, and computers (as/if necessary).

Primary Responsibilities (con't)

Monitor student progress and student-tutor relationships, and work closely
with the Program Director/Manager to resolve issues regarding student
progress, tutor-student pairings, student behavior, learning challenges, etc.
Ensure tutors carefully complete tutor session notes with observations about
the challenges and progress of their students.

Coordinate as necessary with FamilyBridge program teams regarding

extended learning initiatives, student highlights, student progress and family
concerns

Track attendance and maintain accurate student records for program
operations.

Regularly update student and tutor data in Salesforce.
Travel to assigned district schools (OUSD & WCCUSD), the Children Rising

office, and other sites as assigned.
Attend program training, team meetings, staff meetings, and special events.

FamilyBridge Program:

Provide parents/caregivers biweekly updates on student reading and math
progress.

Share “good news” updates with photos, success moments, and

student work.

Compile clinic notes and home learning materials (books, sight words,
worksheets, tools).

Attend assigned tutoring clinics weekly

Build relationships with students, tutors, and coordinators.
Understand student challenges and progress.

Collaborate on weekly status reports.

Communicate with teachers to synchronize classroom instruction with
tutoring and home learning.

Support use of i-Ready and other learning tools to align clinic,

classroom, and home supports.

Skills and Qualifications
e Two or more years of relatable education experience.
e Demonstrated ability and passion for working with children.
e Excellent communication skills.
e Strong organizational skills.
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e Experience with program evaluation and data tracking systems.

e Demonstrated ability to identify and remedy various types of student
behaviors.

e Experience working with diverse communities.

e Understanding of the impact of trauma on early-childhood learning is a plus.

e Experience with English as a second language is a plus.

Requirements
e Live Scan background clearance for Children Rising
e Negative Tuberculosis status
e Driver’s license and regular access to a car

TO APPLY OR REQUEST ADDITIONAL INFORMATION:

Submit Cover Letter and Resume to:

info@children-rising.org
ATT: Human Resources

Children Rising
2633 Telegraph Avenue #412
Oakland, CA 94612
(510) 836-5100
www.Children-Rising.org
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