m Family Resource Center

SHEBOYGAN COUNTY

Adult Learning Coordinator

Position Summary

The Adult Learning Coordinator coordinates the experience of adults participating in the Family Resource
Center’s literacy programs, with primary responsibility for intake, assessment, individualized goal setting,
progress monitoring and learner resource navigation. The position also coordinates community-based classes
and GED programming and maintains accurate program data and routine reports.

Responsibilities Across the Adult Learning Journey

Getting Started

e Respond to inquiries from prospective adult learners.
o Coordinate initial and ongoing learner assessments across literacy programs, conducting assessments

directly when appropriate.
e Help adult learners identify goals and appropriate learning opportunities.

Support Along the Way

e Connect learners with appropriate community supports.

e Coordinate ongoing assessments and track progress toward individual goals.

* Monitor learner participation and progress through available program data and follow up when
learners disengage or encounter barriers to continued participation.

Expanding Learning Opportunities

e Coordinate community-based classes.
e Coordinate GED preparation programming.
* |dentify emerging learner needs and opportunities for new or expanded programming and share

them with the Literacy Council team.

Tracking Progress and Outcomes

e Maintain accurate learner and program records, including assessment results, participation,
progress toward goals, and learner outcomes.

e Collect and enter learner progress and outcome information reported by volunteer tutors.

e Monitor tutor reporting to help ensure learner records are current and complete.

e Complete routine program reporting to support program evaluation, funder requirements, and
continuous improvement.

Schedule & Work Environment

Part-time (20 hours/week). We offer flexibility in how work is scheduled while balancing the needs
of adult learners and programs. This is a hybrid position that includes regular time at the Family
Resource Center office within the Generations building in Plymouth, with the option to work
remotely at times. The position also includes local travel to Literacy Council classes, and meetings.
Some evening hours may be required based on class and program schedules.



Experience and Qualifications

e Relevant education, training, and/or experience in adult education, literacy, community education,
human services, workforce development, or another setting involving direct support of adults.

e Ability to build trusting, respectful relationships with adults from a wide range of backgrounds,
experiences, educational levels, and language abilities.

e Strong listening and communication skills.

e Strong organizational skills and attention to detail, including the ability to manage multiple
priorities and maintain accurate, timely learner and program records.

e Comfortable using Microsoft Office, databases, and other technology used for program
administration; ability to learn new systems.

¢ Resourceful and comfortable helping adults navigate unfamiliar systems and identify appropriate
community supports.

e Ability to coordinate program logistics, communicate with multiple stakeholders, and follow
through on details from planning through implementation.

e Ability to work independently, take a solutions-focused approach to challenges, and collaborate
effectively with colleagues and community partners.

e Bilingual English/Spanish or English/Hmong preferred.

Compensation & Benefits

Wage: $19 - $21/ Hour Benefits:
e Flexible Schedule
¢ Paid Vacation, Sick Time and Holidays
e 403(b) with employer match up to 3%
e Employee Assistance Program

About the Family Resource Center

The Family Resource Center of Sheboygan County is a nonprofit organization providing education,
resources, and support to help families and individuals learn, grow, and thrive. Our work includes
early childhood and family support through our Parents as Teachers program and literacy/adult
education services through the Literacy Council program.

We are a collaborative team that values strong relationships with the people we serve, our
community partners, and one another. We approach our work from a strengths-based perspective,
recognizing that the families and adult learners we work with bring their own strengths, experiences,
abilities, and goals.

Our culture is flexible, supportive, and solutions focused. We value people who take initiative,
communicate openly, share ideas, and are willing to pitch in when needed. We also believe good
programs continue to evolve. We encourage curiosity, professional growth, thoughtful
experimentation, and learning from both our successes and the things that don't go as planned.
Every team member has opportunities to contribute ideas, help shape how we do our work, and see
the impact of their role in our community.

Application Process

To apply, please submit a resume and a brief cover letter describing your interest in our mission and
how your experience prepares you for the primary responsibilities of this position to Kirsten Cooper,
kcooper@frc-sc.org.
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