
 
 

HIGH SCHOOL PROGRAM COORDINATOR 

JOB DESCRIPTION 

 

Organization Overview 

Breakthrough Silicon Valley is a tuition-free academic program that prepares motivated middle school students 
with limited educational opportunities for success in rigorous college preparatory high school programs and 
entrance into four-year colleges; and, it prepares outstanding high school and college students to enter 
professions in education.  The program provides year round academic support, counseling, and advocacy for a 
diverse group of talented students, most of whom are first in their family to go to college, come from low-
income families, or attend under-performing schools.  Breakthrough also provides a consummate professional 
development experience in education by giving talented high school and college students the opportunity to 
design and teach classes under the direction of education professionals.  Breakthrough boasts outstanding 
results: 

● 100% of students enroll in college-preparatory high schools and more than 85% have GPAs of 3.0 and 
above throughout high school 

● 96% of graduates are attending four-year universities. 
● 78% of teacher alumni pursue careers in education upon college graduation 

 
Breakthrough Silicon Valley is a member of The Breakthrough Collaborative, a leading national service 
organization that establishes and promotes high standards for, ensures the success of, and acts as the national 
voice of 33 Breakthrough sites across the country. 
 

Position Overview  

The High School Program Coordinator (HSPC) will work to provide high quality programs to ensure high school 
students are on track to apply and enroll in four-year universities.  The HSPC works closely with students and 
parents as they navigate the high school years, and holds students to high academic and social standards. As the 
Breakthrough program is extremely individualized, the HSPC must assess the needs of each student and create 
the best plan of action for his/her individual success. The HSPC is a member of a dynamic, flexible, and self-
analytical staff that is always seeking ways to improve the organization to better serve its students.  Job 
performance is directly measured by students’ outcomes.  The High School Program Coordinator will report to 
the High School Program Director. 

Responsibilities 

● Coordinate high school program events and fieldtrips, including a 3-day Southern California college tour 
and a local career exploration fieldtrip to Silicon Valley companies.  

● Manage and evaluate the tutoring program to ensure that all students maintain a 3.0 GPA or higher.  
● Develop and lead evening college readiness workshops, held for each grade level once per month.  
● Create and execute a series of parent education workshops to help parents understand the college 

application process and to begin saving for college.  
● Manage and oversee the ACT Prep program on five consecutive Saturdays and Sundays every spring.    
● Manage relationship with GLOW foundation and coordinate all GLOW financial literacy workshops.  
● Collect student grades for each 6-8 week progress report and follow up accordingly.  
● Assist the high school program director in high school academic advising, summer program logistics, 

college counseling and overall program evaluation. 



● Assist in the planning and implementation of the 9th grade summer program.  
● Collect assessment/evaluation data to measure success of program and services. When necessary, select 

and/or develop evaluation tools. 
● Assist the Executive Director with fundraising and marketing activities as needed. 
● Present at board meetings or work with board committees, community volunteers and/or members of 

the Breakthrough Collaborative, at the request of the Executive Director.  
 
Preferred Qualifications 

We seek an energetic, self-starter who possesses the following qualities:  

● Dynamic, entrepreneurial leader able to focus on program mission and details of program 
administration and operations 

● Excellent communicator, able to write and speak persuasively 
● Has a strong work ethic, takes initiative, and requires minimal instruction 
● Open-minded with integrity and a sense of humor 
● Ability to work in environments and communities with people from diverse backgrounds (ethnic, socio-

economic, educational, etc.) 
● Competency with Microsoft Office and Google Apps 
● Knowledge of and experience in working with public school districts preferred 
● Spanish fluency is preferred 
● Curriculum development, student assessment and program evaluation experience is a plus 
● Former Breakthrough experience is a plus 

 
Requirements 

● 1-2 years of academic counseling experience in an education organization (e.g. school or non-profit) 
● A bachelor’s degree from a four-year institution of higher learning 

 

Compensation & Benefits 

• This is a full-time, exempt position 
• Salary: Commensurate with experience. 
• Health Benefits: Medical, dental, and vision health coverage and life insurance. 
• Retirement Benefits:  401(k) plan with company matching opportunity 

 

Application Process 

To apply, please send resume and a letter of interest, with salary requirements, to careers@breakthroughsv.org 
before November 1st, 2012.  Breakthrough is an Equal Opportunity Employer.  Please, no calls regarding this 
position. 

Learn more at www.breakthroughsv.org.   
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