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Harlem Educational Activities Fund, Inc. 

College Quest (high school) Program Coordinator

HEAF is a comprehensive supplemental education and youth development organization that works to help motivated students develop the intellectual curiosity, academic ability, social values and personal resiliency they need to ensure success in school, career and life.  HEAF identifies scholars in middle school and supports them until they are successfully admitted to four-year colleges through a variety of after-school, Saturday and summer educational and youth development programs.  The Program Coordinator is primarily responsible for managing the daily operations of the College Quest program, planning and coordinating the service learning project, and leadership initiatives.  The Program Coordinator reports directly to the Director of College Quest Program.

College Quest Coordinator Summary:

The College Quest Coordinator is responsible for planning and implementing youth leadership, career development, college prep, enrichment and volunteer initiatives. The position requires strong organizational skills, ability to multi-task and to network with external partners. The coordinator will document, track and report on student progress and performance. Additionally, he/she must be able to facilitate agency workshops, or instruct classes. The ability to positively and effectively communicate with parents and students is a must. The ideal candidate is personable, engaging and results oriented.  The coordinator position requires a high degree of flexibility and creativity. Overnight national and international travel with students is required. 
Job Requirements

· Must have completed an undergraduate degree from a competitive college

· 1-3 years experience teaching, counseling or working with adolescents in an educational environment

· Strong project management skills required

· Strong verbal, written and  computer skills are essential

· Bilingual (Spanish/English) candidates are highly encouraged to apply 

· Outstanding collaborative skills

· Willingness to learn and utilize progressive program and instructional models

· Strong work ethic 

· Willingness to promote HEAF educational and youth development philosophy

Salary:
Competitive, excellent benefits package.

To apply: Send cover letter, resume and three references to College Quest Program Coordinator Search Committee at ntynes@heaf.org or fax 212-663-9736.  Send a cover letter in the body of the message and attach your resume in MS Word or Adobe PDF format (no ZIP files please). Put College Quest Program Coordinator in the subject line. 
