Breakthrough of Greater Philadelphia
34 West Coulter Street, Philadelphia, PA 19144
Phone: (215) 261-6705. Fax: (215) 951-2397
info@breakthroughphilly.org
breakthroughphilly.org

Middle School Program and High School Access Coordinator
Position Announcement and Job Description
POSITION OVERVIEW
The Middle School Program and High School Access Coordinator administers Breakthrough’s rigorous school year
academic enrichment program located at Germantown Friends School and Drexel University for college-bound high
school students from area public and charter schools. This individual is also responsible for coordinating the
resources required for program operations including the needs of volunteers, including college-aged Teaching
Fellows and professional Instructional Coaches that participate in the program. Additionally, this role works closely
with other members of the program team and role reports to the Program Manager.
PRINCIPAL DUTIES AND RESPONSIBILITIES
Program Site Coordination
•

Implement high quality school year academic enrichment for 7th – 9th grade students following the
Breakthrough Philadelphia curricula and program model including academic courses in literature, writing,
mathematics, science, and social studies, high school preparation workshops, and executive functioning and
leadership skills.

•

In conjunction with the Case Manager, develop and maintain relationships with middle school students and
their families to support and track the academic and middle school success and high school preparation
progress for each enrolled student.

•

Manage full operations of Breakthrough’s middle school year program and special events in collaboration
with the program team serving as the operations manager and student services coordinator.

•

Support additional aspects of Breakthrough’s program operations as determined by Breakthrough
leadership.

•

Implement high quality summer academic enrichment for 7th, 8th and 9th grade students following
Breakthrough’s curricula and program model which requires extended work days during the nine-week
summer program from June through August.

•
•
•

Develop and maintain relationships with middle school students and their families.
Track each student’s academic and social progress at Breakthrough and in school.
Manage full operations of Breakthrough’s special events including supervision of students and volunteer
Teaching Fellows.
In collaboration with other program staff, train and support Breakthrough college student teachers for
participation in Breakthrough programs.
Participate in cross-department planning to help shape and implement organization initiatives.
Uphold high expectations for students and Teaching Fellows who participate in the Breakthrough program.
Support additional aspects of Breakthrough’s program operations as determined by organizational
leadership

•
•
•
•

High School Access
•

Manages and maintains assigned caseload of students to track and support the academic preparation and
progress toward selective high schools

•
•
•
•
•
•
•
•

Maintain accurate and up-to-date student records to monitor academic preparation, progress, and
persistence
Communicate with and provide support services and/or resources to students’ families in support of high
school objectives
Detailed-oriented with strong organizational and time management skills
Motivate students to explore and reach beyond their experiences
Maintain a process for supporting and tracking key application data for high school using the student
database (Salesforce)
Ensure enrollment of 95% of 8th grade class into college preparatory high schools
Complete and submit all required assignments and projects in a timely manner
Maintain a core schedule throughout the week with flexibility to individual availability and organizational
needs

QUALIFICATIONS
Minimum
•
•
•
•
•
•
•
•
•
•

Pursuing or Achieved Bachelor’s Degree from an accredited four-year university
Experience training or coaching others in an educational setting
Highly organized with the ability to multi-task and deliver commitments in a timely manner
Proficiency in Microsoft Office and cloud-based document management systems
Ability to lead, motivate, and collaborate with diverse individuals and groups
Outstanding presentation, writing, and organizational skills
Proven ability to work collaboratively and independently
Strong commitment to the mission and values of the organization
Flexibility, ability to accommodate student and family schedules
Creative, energetic and committed to excellence

ADDITIONAL INFORMATION
•
•
•

Hourly Rate: $15
Approximately 15 hours per week, including 9 a.m. – 5 p.m. on Saturdays
40 hours per week for the nine week summer program

TO APPLY
Submit resume and cover letter to: info@breakthroughphilly.org with the subject of Program Site Coordinator
About Breakthrough of Greater Philadelphia
Breakthrough of Greater Philadelphia launches talented students, beginning in middle school, on a path to college
success and inspires outstanding college students to pursue careers in education.

Breakthrough increases educational opportunity by focusing on the development of both students and teachers.
Through academic enrichment and college preparation, Breakthrough prepares students who have limited
educational opportunities to attend and succeed at competitive high schools and four-year colleges.
Simultaneously, Breakthrough develops future educators by providing professional teaching experiences to college
students through its selective residency programs. Breakthrough Philadelphia is part of a national educational
movement called The Breakthrough Collaborative, which operates in 26 cities across the country.
Nondiscrimination policy: It is the policy and practice of this Corporation to assure that no person will be
discriminated against or be denied the benefits of any activity or educational program and not to discriminate
against any person on the grounds of race, color, creed, religious belief, national origin, ancestry, marital status,
physical disability or blindness and or sex, except where sex is a bona fide occupational qualification.
With respect to its governing body and employees, it is the policy and practice of this Corporation to assure that no
person will be discriminated against or be denied the benefits of any activity program or employment process in the
areas of recruiting, hiring, upgrading, promoting, transferring, demoting, lay-offs, terminations, rehiring,
employment and/or rates of pay and other compensations.

