
UNITED SOUTH END SETTLEMENTS

United South End Settlements (USES) is a community-based nonprofit organization serving
children, teens, adults, and seniors through progrqms 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 extendedfamily is an integrated team of

participants, staff, volunteers, community leaders, and business partners. U^SES operates in
three locations in the South End - Harriet Tubman Hottse, 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.

Program Assistant
GENERAL DESCRIPTION

South End/Lower Roxbury Children Thrive's mission is to ensure that children of all races,

ethnicities, incomes, abilities and languages have the opportunities and support they need to
enter kindergarten ready for success in school and beyond. United South End Settlements seeks

an energetic Program Coordinator for the South End/Lower Roxbury (SE/LR) Children Thrive in
5, whose mission is to ensure that children of all races, ethnicities, incomes, abilities, and
languages have the opportunities and support they need to enter kindergarten ready for success in
school and beyond. SE/LR Children Thrive seeks to bring all stakeholders together to connect
and support families that have young children. It is part of the citywide Thrive in 5 effort to
close the "school readiness" gap for children in communities such as South End and Lower
Roxbury.

The Program Assistant reports to the SE/LR Children Thrive Coordinator and is responsible for
supporting the implementation of SE/LR Children Thrive plan. This is a20-25 hour per week
position and could include some weekend hours.

OUALIFICATIONS

1. Excellent organizational and time management skills
2. Advanced computer skills in Microsoft Office and ability to learn specialized database

3. Good written and verbal communication skills (Fluency in English is a must)
4. Able to work and complete tasks independently while working as part of a team.
5. Strong interpersonal skills and ability to relate to diverse populations
6. Previous experience in organizing events, campaigns or programs preferred
7. Ability to work flexible hours as needed
8. Knowledge of the South End/ Lower Roxbury neighborhood required; SE/LR resident

preferred
9. Bilingual Spanish or Cantonese a plus

RESPONSIBILITIES



1. Assist SE/LR Thrive Coordinator with all facets of administrative coordination of project
including but not limited to data entry, communication with project paftners, creation of
flyers and program calendars, dissemination of meeting agendas/minutes, and
implementation of membership card system

2. Attend the South End/Lower Roxbury Children Thrive (SE/LRCT) School Readiness
Roundtable (SRR) to assist in the planning and carrying out of strategies to achieve
SE/LRCT's mission

3. Communicate regularly with parents, local business, project partners and others
stakeholders through written materials, email, phone calls, and media

4. Assist with coordination of monthly mailings, special events, on-going programs and
parent meetings.

5. Prepare regular reports and articles on activities, including quarterly documentation for
BCT evaluation process

6. Assist with enrollment and tracking of member participation in Thrive activities.
7. Other duties as requested and assigned by the SE/LRCT Coordinator

OUALIFIED CANDIDATES

Will have a strong interest in being apart of a community based campaign that ensures all
children in SE/LR arrive to kindergarten prepared and ready to learn. He/She must be extremely
organized, detailed-oriented and selÊmotivated. Strong computer skills and ability to work
independently to accomplish tasks is a must. He/She must be able to work as part of a team and
interact with a diverse population of stakeholders including residents, businesses, public schools,
and service providers. Experience coordinating programs, conducting outreach and providing
administrative support is preferred. Knowledge of SE/LR strongly preferred.

PHYSICAL REQUIREMENTS (with or without accommodation)

Must be able to finger, grasp, talk, hear, and be capable of repetitive motion
Position requires exerting up to 10 pounds of force occasionally andlor a negligible
amount of force constantly or frequently
V/ork 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 desuiption of all the work
requirements that may be inherent in the.iob.

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.


