COLLEGE FORWARD JOB DESCRIPTION

Job Title: College Persistence Program Manager
Department: Programs

Reports to: Director of Programs

FLSA Status: Exempt

SUMMARY:

College Forward seeks a fun, results-oriented college persistence professional with strong
leadership and supervisory skills to oversee our innovative educational programs for low-
income and first-generation college students.

The College Persistence Program Manager will directly manage the organization’s rapidly-
expanding college persistence initiatives for more than 700 students, ages 18-24, who are
enrolled or working to enroll at colleges and universities across Texas and the nation. The
organization provides services year-round. The College Persistence Program Manager will
supervise and be supported by full-time AmeriCorps members, who will provide direct
services to students enrolled in the program.

Successful applicants will possess a sincere interest in empowering youth and a passion for
higher education, and will demonstrate a history of successful project management and
sustained focus on strategic goals to produce outstanding results. Candidates must possess
the ability to effectively motivate teams and employees, manage overall program delivery,
practice critical and nuanced decision-making, and administer evaluation systems to prove
program effectiveness, and the ability to closely monitor progress toward goals and take
immediate remedial action when necessary.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Administer a high-quality, multi-year college persistence program to ensure long-term
student success, degree completion, and continuous service improvement.

1 Create, implement, and maintain effective advising systems for disadvantaged students
who need assistance navigating postsecondary institutions; monitor collegian
registration, academic performance, and financial aid awards and appeals; help ensure
student success and progress toward college graduation.

1 Supervise full-time AmeriCorps members and/or volunteers who serve as the agency’s
College Persistence Coordinators.

1 Develop and maintain close relationships with a diverse group of low-income and first-
generation college-age students and their families.

f Establish and maintain a persistence program presence among high school program
participants, as well as at local colleges and universities that College Forward
collegians attend.



f Identify critical unmet needs of low-income and first-generation college students and
establish systems for effective interventions and/or referrals.

f Identify or coordinate summer programs and opportunities for college-age students;
including college transition orientations/workshops aimed at supporting college bound
freshman and troubleshooting obstacles that may prevent them from enrolling in
college immediately after high school.

1 Ensure the recognition of students and program staff through appropriate venues and
opportunities.

1 Maintain a state-of-the-art database (Naviance WorkspaceK12) and related data-
tracking tools for accurate persistence program reporting.

1 Compile weekly and monthly reports on program data/activities, student progress, and
grant-specific projects to distribute to College Forward’s leadership team. Maintain
current knowledge of program statistics.

1 Conduct research on best practices in college persistence and student support
services.

1 Serve as primary point of contact to colleges and universities (particularly offices of
admission, financial aid, and student support services) and other education
professionals.

1 Travel as needed to represent the organization at regional and national conferences
and seminars related to college persistence; prepare and make conference
presentations when needed, effectively and comfortably speaking in public to large
audiences.

1 Monitor program compliance with organizational, state and federal policies, including
the Family Educational Rights and Privacy Act (FERPA).

1 Think and plan strategically to support organizational stability and success.

1 Assist with special projects as assigned.

SUPERVISORY RESPONSIBILITIES:

Provide close daily supervision of at least six full-time AmeriCorps members, who serve as the
agency’'s College Persistence Coordinators and case managers. Provide close supervision,
guidance, and professional development to help supervisees meet organizational and
departmental goals. Oversee the recruitment, training, deployment, evaluation and
recognition of assigned staff members, AmeriCorps members, and/or volunteers. Prepare and
provide regular performance evaluations to supervisees, ensuring that each supervisee is fairly
evaluated, that successes are recognized, and that deficiencies are addressed thoughtfully and
constructively.

EDUCATION and/or EXPERIENCE:



This position requires a baccalaureate degree with a minimum of two years of successful
related supervisory experience. Previous non-profit experience, AmeriCorps experience, and
Spanish fluency are strongly preferred. Knowledge of college persistence programming
and/or strategies, mastery of Microsoft Excel for programmatic data tracking, and knowledge
of Naviance WorkspaceK12 college counseling software are pluses.

OTHER QUALIFICATIONS AND NOTES:

To perform this job successfully, an individual must be able to perform each essential duty
satisfactorily. The requirements listed are representative of the knowledge, skill, and/or
abilities required. Reasonable accommodations may be made to enable individuals with

disabilities to perform the essential functions. ||| KGR




