
UNITED SOUTH END SETTLEMENTS 

 

United South End Settlements (USES) is a community-based nonprofit organization serving 

children, teens, adults, and seniors through programs in art, education, technology, and social 

services.  USES has held true to its settlement house roots, committing to the motto of 

“neighbors helping neighbors to grow and thrive.”  Our extended family is an integrated team of 

participants, staff, volunteers, community leaders, and business partners.  USES operates in 

three locations in the South End – Harriet Tubman House, South End House, the Children’s Art 

Centre – and Camp Hale on Squam Lake in New Hampshire.  Please visit our website at 

www.uses.org.  

 

Academic Coach/Network Outreach Specialist     

 

GENERAL DESCRIPTION   

The Academic Coach/Network Outreach Specialist  works collaboratively with key members of 

the Boston Opportunity Agenda’s Bridges to College Network—USES, Notre Dame Education 

Center and YMCA international. 

The goal of the Network is to prepare ABE students to succeed in USES’ Bridges to College 

transition program and in college certificate or associate’s degree programs.  In support of this 

goal, the Academic Coach in collaboration with teachers delivers pre-college workshops, 

provides small group coaching, assists in curriculum alignment, and  provides some professional 

development trainings to  staff in core competencies involving academic readiness, career 

readiness, general college knowledge, and personal readiness. This is a 35-hour per week for 37 

weeks position; day and evening hours as well as travel between other network agencies will be 

required. 

 

 

QUALIFICATIONS  

 

1. BA/BS in Education, or other relevant field, or equivalent experience; a Masters Degree in 

Education or Higher Education  is preferred  

2. Two years of related experience  teaching pre college/college level to adult learners from 

diverse backgrounds 

3. Proficiency with Microsoft Word and Excel. 

4. Demonstrated ability to work independently and as a part of the team.  
5. Demonstrated experience in working effectively with hard-to-serve adult learners 

6. Demonstrated curriculum development skills. 

7. Strong interpersonal, organizational and time management skills  

8. Strong written and oral communication skills  

9. Demonstrated ability to deal tactfully and effectively with a diverse group of clients at all 

levels of the Network 

10. Ability to work under pressure and handle multiple assignments. 

11. Organizational, customer service, analytical, and problem-solving skills 

 

../../../KLopci/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Employee%20Evaluations/www.uses.org


 

RESPONSIBILITIES  

ESSENTIAL JOB FUNCTIONS:  

 Provide academic advising and participate in school/college retention efforts to USES’ 

Transition to College students 

 Staff recruiting events and connect BOA prospective network students with USES’ 

Transition to College services to ensure ongoing successful progress toward 

postsecondary education. 

 Collaborate with partner agencies to ensure effective student outreach/recruitment, 

referrals, and follow-up across Network.  

 Establish and maintain relationships and communication with key staff at Network 

partner sites and work collaboratively in a structured and on-going manner. 

 Monitor and track USES’ Transition to College student progress. 

 Assist students with timely academic progress and provide additional support/information 

needed to reach goals. 

 Collaborate with key staff at Network partners to establish and maintain regular Next 

Steps workshop presentations. 

 Attend required meetings and trainings of the Network and Boston Opportunity Agenda 

 Work (18.5 hours/month) with NDEC and YMCA identified program staff to recruit, 

refer, and track data of the students entering or/and  attending  Post Secondary Education. 

 Collaborate with the Network partners on designated projects, events, or programs that 

support transition to college advising. 

 

 

 

ADMINISTRATIVE COMMUNICATIONS: 

 Collaborate with USES’ Programs/Departments to facilitate comprehensive student 

support services by making appropriate and timely referrals for non-academic issues. 

 Collaborate and communicate regularly with the USES’ ABE Program Manager and 

Workforce Readiness Director in biweekly supervision meeting to ensure smooth 

delivery of services. 

 Communicate with key Network partner staff regarding any concerns that may impact 

student and program progress. 

 Collaborate with the YMCA and NDEC Program Coordinators to collect, enter and 

report postsecondary education student data across the network. 

 Provide group advising at USES to Postsecondary Education students as needed. 

 Perform other duties as requested and as schedule allows. 

  

PHYSICAL REQUIREMENTS (with or without accommodation)  

 

Must be able to reach, stand, finger, grasp, talk, hear, and be capable of repetitive motion 

 

Position requires exerting up to 10 pounds of force occasionally and/or a negligible amount of 

force frequently or constantly 

 



Work requires close visual acuity 

 

Position is not substantially exposed to adverse environmental conditions 

 

The above statement reflects the general details considered necessary to describe the principal 

function of the job identified and shall not be considered a detailed description of all the work 

requirements that may be inherent in the job. 

 

To apply, please email resume and cover letter to humanresources@uses.org 

In the subject line, please specify the position to which you are applying. 

No phone calls, please. 


