
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.  

 

Learn at Work Coordinator & College and Career Readiness Advisor  

 

GENERAL DESCRIPTION  

Reporting to the Director of the Workforce Readiness (WFR), the Learn at Work 

Coordinator/College & Career Advisor has two primary responsibilities: Oversight of the Learn 

at Work (LAW) program, which provides ESOL classes to adults in the workplace; and, direct 

instruction in the area of college and career readiness to students across the WFR program. It is 

full-time, 35 hours/week M- F, some evenings hours are required.  

 

QUALIFICATIONS  

1. Masters degree in Education, Administration, or other related field with at least 5 years 

experience in the Adult Basic Education field. 

2. Knowledge of  DESE ACLS guidelines 

3. Experience in developing curriculum for adult learners 

4. Strong organizational, writing, and communication skills 

5. Demonstrated ability to work collaboratively in diverse settings  

6. Strong knowledge of Microsoft Office Suite 

7. Knowledge of or the ability to learn the DESE SMARTT data system and Efforts to 

Outcomes (ETO) 

SPECIFIC DUTIES  

Learn at Work Responsibilities: 

1. Provide supervision to  two ESOL teachers  

2. Ensure that the curriculum and lesson plans are aligned with the program's instructional 

levels. 

3. Assist teachers with integrating career readiness materials into classes and provide 

coaching and regularly scheduled workshops for program participants.  

4. Work with teachers and students to ensure appropriate learning goals are set for each 

student.  
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5. Coordinate pre and post student assessment 

6. In Collaboration with the South End Community Health Center (SECHC) management, 

staff, and teachers, ensure effective student recruitment, enrollment, attendance, and 

participation. 

7. Liaise with SECHC to coordinate activities and meetings between both agencies. 

8. Maintain accurate records and submit timely reports on enrollment, attendance, 

assessments, and teacher instruction.  
 

College and Career Advisor Responsibilities:  

9. Provide direct college and career instruction to day and evening students. 

10. Collaborate with the Educational Advisor/Intake Coordinator to collect, enter, and 

report postsecondary education student data across the program. 

11. Lead projects, events, and workshops that support college and career readiness 

transition to the students.  

 

Overall Responsibilities: 

12. Oversee ETO data entry for the LAW program and College & Career activities.   

13. Participate in weekly staff meetings and attend internal/external professional 

development activities and meetings as required. 

14. Collaborate and communicate regularly with the USES’ WFR Director to ensure 

smooth delivery of services. 

15. Other duties as assigned by the Director of Workforce Readiness. 

 

 

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. 
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