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NEW YORK CITY MISSION SOCIETY
POSITION DESCRIPTION  -- Senior Director, Career and Education Pathways          
New York City Mission Society improves the lives of children, youth, and families in the city’s most underserved communities.  Through programs and services that respond to community needs, we create cycles of success for generations to come.  Join Team Mission!
Program Summary: 
The Learning To Work  (LTW) program (also known as Level Up) is  a collaboration with the NYC Department of Education, in which a community-based organization (NYCMS) partners with a Department of Education (DOE) transfer high school and/or YABC (Young Adult Borough Center) to provide wrap-around support services for students that are full-day and year-round.  The program, currently operating in 6 transfer high schools and a YABC program, assists students who are over-aged and under-credentialed, in acquiring the skills, knowledge, attitudes and behavioral changes that will maximize their potential.  The program’s aim is to enable students to graduate high school, transition into post-secondary education, or into meaningful permanent employment.  

TITLE:                                  Senior Director, Career and Education  Pathways          
REPORTS TO:                  Senior Vice President, Program Operations
 FLSA Status:           	    Full-time Exempt
                                                        	 
 POSITION OVERVIEW:   The  Senior Director,  Career and Education  Pathways is responsible for the administrative and programmatic implementation of the LTW transfer high school/YABC-based programs. This individual will be charged with creating a thoughtful approach to LTW programming and the development and implementation of systems to ensure that programming reflects and responds to prevailing trends in the field.  Also included is the development and review of systems for managing and monitoring the essential LTW program components: internship placements, case management, college and career advisement and program director leadership. This position is also responsible for overseeing all hiring and supervision of staff and managing 


and monitoring program budgets.  The majority of the time will be spent at the LTW (Level Up) sites – number of days to be determined by the SVP, Program Operations. 
 
PRINCIPAL RESPONSIBILITIES:
1. Provide leadership to program directors and staff through guidance and supervision, including but not limited to individual and group supervision.

2. Supervise and serve as major support to program directors in the recruitment, selection, hiring, training and supervision of qualified LTW program staff. 

3. Serve as main liaison with Human Resources department regarding staff recruitment. 

4. Assist LTW program directors in preparing and managing site-based program budgets. This will include regular and comprehensive review of budgets and internal fiscal submissions for completeness, accuracy and adherence to fiscal reporting.  

5. Facilitate proposal preparation, report submissions, and inquiries/special activities from external funders on behalf of NYC Mission Society.

6. Serve as main liaison for NYC Department of Education at the school level, ensuring (through relationships with DOE leadership across all program sites and regular communication/meetings) that the collaboration between the contracted schools and NYC Mission Society is working effectively. 

7.  Design and implement LTW new staff orientation and other training activities. 

8. Work with Mission Society’s Department of Contracts and Outcomes  and LTW program directors to facilitate the identification and measurement of program outcomes, the development of instruments and the collection of data from students, staff and other stakeholders.  



9. Responsible for ensuring that a protocol is in place for crisis intervention. In the event of a crisis, responsible for intervening, managing and monitoring  the circumstances and being present in person if at all possible. 

10. Responsible for reviewing and approving all LTW documentation (or paperwork)  required by the DOE.  For example, LTW Annual Work Plan, quantitative reports, internship placements and entering student data on DOE-approved virtual platforms. 

11. Provide the program site director with support and guidance regarding programming created by the interaction between the program director and the DOE leadership.  

12. Schedule and lead regular (at least monthly) full staff (departmental) and unit (program site) staff meetings; provide requisite follow-up with specialized staff for any areas of concern

13. Provide SVP, Program Operations with weekly assessment of staff and programming progress. 

14. In cases where the LTW program director’s position at a site is vacant, the LTW supervisor is expected to be present in and work from the school until the position is filled.

15. Other duties as assigned by SVP, Program Operations. 

 EXPERIENCE/QUALIFICATIONS:
 · 	Proven ability to render optimum customer service and deliver exemplary programs
Proven leadership, problem solving and managerial capability in a not-for-profit organization for a minimum of 10 years
· 	Demonstrated program implementation and evaluation skills
· 	Thorough understanding of NYC Department of Education system


· 	Knowledge of or familiarity with under-served populations coupled with an understanding of service delivery to many religious, ethnic, racial and economic constituencies
· 	Proven ability to interact professionally with funders, staff at all levels, school administrators, etc.
· 	An understanding of government and private funding mechanisms
·        	Superb writing and communication skills. 
Skilled in budgeting and contract compliance 
· 	Masters’ Degree in related field
 
DESIRED PERSONAL CHARACTERISTICS:
·         	Passionate, inspiring and dedicated; must impart credibility, trust, enthusiasm and integrity and motivate others in a similar vein
·         	A team builder, collaborator and coalition builder who exhibits creativity, energy and flexibility to make things happen
·         	Values diversity and has a demonstrated track record in managing people from a variety of backgrounds
 Salary & Benefits: Salary range: $105,000-$115,000, commensurate with experience, qualifications and fit.  Comprehensive benefits include medical, dental, life, long term disability insurance, vacation, sick & personal time, flexible spending/benefit plans,  403(b) retirement plan with employer contribution, TransitChek, EAP, voluntary supplemental insurance options. 
Apply Interested and qualified individuals should forward their resumes with cover letter to:  HR@missionsociety.org. Include in Subject Line: Senior Director, Career and Education Pathways.  
Note: We are unable to accept phone calls. Applicants must meet qualifications stated above. Only applicants selected for further consideration will be contacted. Mission Society of New York City is an equal opportunity and affirmative action employer. Qualified applicants will receive consideration without regard to their race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or status as a protected veteran.
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