
 
 
                    

 
 

 
Foundation for California Community Colleges 

Career Ladders Project 
 

JOB DESCRIPTION 
 
Program Coordinator 
Category: Full-time, nonexempt 
Supervisor: Senior Director 
 
Join a highly creative, collaborative, and multi-faceted team working together to benefit, support, and 
enhance the California Community Colleges—the largest and most diverse system of higher education in the 
nation. Incorporated in 1998, the Foundation for California Community Colleges (Foundation) is the official 
non-profit serving the California Community Colleges’ (CCC) system, Board of Governors, and the 
statewide Chancellor’s Office.  
 
The Foundation is the trusted partner of the California Community Colleges— facilitating collaboration, 
accelerating innovation, and increasing system wide resources.  
 
Through research, policy initiatives and strategic assistance to community colleges—and their high school, 
university, community, employer and workforce development partners—CLP fosters educational and career 
advancement for Californians. Established by the Board of Governors of the CCC, CLP works with state 
leadership and policymakers to promote expansion and replication of successful projects and to identify and 
implement systemic policy changes that can better support effective practices toward student achievement. 
CLP is particularly dedicated to ensuring that underserved, low-income and/or diverse populations enjoy 
access to and success in college and career.   
 
The Career Ladders Project office is located at 678 13th Street, Suite 200, Oakland, CA 94612.  CLP operates 
under the fiscal sponsorship of the Foundation for California Community Colleges, the non-profit auxiliary 
for the California Community Colleges.   
 
Essential Job Results and Duties/Responsibilities 
The Program Coordinator will provide program support and administrative coordination for a number of 
CLP projects. Essential duties include: 
 
Program Coordination and Administrative Support 

• Provide administrative support by scheduling meetings and conference calls, making travel 
arrangements, managing the Senior Director’s calendar, documenting project expenses, filing expense 
reports, drafting correspondence, taking notes, and updating workplans. 

• Assist project leads in carrying out CLP work by helping to plan, coordinate and assist with field 
activities, meetings, convenings, presentations, site visits and other events. 

• Work with program staff to support several communities of practice. Responsibilities include 
coordinating teams of staff and consultants, providing orientation for participants and day-to-day 
user support, working with technical consultants and media/communications staff.  

• Develop and maintain positive relationships and communications with staff at partner organizations 
including colleges and community-based organizations. 



 
 

• Research content and draft presentations; support multimedia presentations by setting up web 
conferences; draft and format presentations in PowerPoint. 

• Copyedit, proofread, and format documents; draft and format charts, graphs, and reports. 
• Track, organize and maintain documents using a combination of web-based tools (e.g., Basecamp, 

Dropbox, Lucidchart, GoogleDocs, SharePoint), paper and other electronic files 
• Provide general office support (phones, messages, staffing reception, ordering supplies) as needed, 

and coordinate other CLP activities.  
• Other duties as assigned. 

 
Event Planning and Coordination 

• Coordinate scheduling and logistics (e.g., create and send meeting invitations, track RSVPs, meeting 
room arrangements, catering orders, AV requirements) for numerous events ranging from small 
meetings to large convenings of 50-100 people; set up web conferences for meetings with multiple 
stakeholders. 

• Manage event follow-up activities including travel expense processing and reimbursement for 
participants. 

• Provide meeting support including collection, printing, and distribution of agenda materials and 
handouts, and note-taking. 

• Coordinate conference attendance for organization staff including registration, lodging, and travel. 
• Assist in the development of meeting- and event-related materials by drafting agendas, presentations, 

promotional flyers and invitations, graphs, charts, reports and other written resources. 
 

Education, Skills and Experience  
The following qualifications are required: 

• Bachelor's Degree from an accredited four (4) year college or university  
• Experience in supporting complex and diverse projects  
• Excellent verbal and written communication skills including ability to compose, edit, and proofread 

correspondence and other documents 
• Strong interpersonal skills, customer service skills and knowledge of business/office operations  
• Demonstrated respect for and ability to work with diverse populations 
• Experience planning meetings, conferences and training sessions with both small and large groups 
• Ability to solve practical problems and work independently, exercising good judgment 
• Demonstrated experience handling multiple projects and prioritizing successfully  
• Ability to maintain confidentiality. 
• Experience with Microsoft Office programs including Outlook, Word, Excel, and PowerPoint 
• Ability to travel periodically (estimated quarterly daylong trips along with three to four overnight trips 

within the state of California). 
 
The following qualifications are highly desirable: 

• At least one year of program or admin support experience in a community college or other non-
profit educational institution. 

• Knowledge of postsecondary education systems, workforce development and/or community college 
career and technical education programs 

• Experience with communications, marketing, web development/web content management systems, 
blogging or social media strategy 

• Experience using graphic design, flowcharting, or project management software 



 
 
Physical Requirements 

• Ability to work at a computer workstation for periods up to 4 hours at a time. 
• Ability to speak on the telephone for a total of up to 3 hours per day. 
• Ability to sit for up to 3 hours without breaks at meetings. 
• Ability to walk and stand for up to 4 hours without breaks at program site visits and meetings. 
• Ability to lift and move a minimum of 40 pounds 

  
Compensation 
The salary is competitive and commensurate with experience and qualifications. The excellent benefits 
package currently includes paid holiday, sick, and vacation leave; medical, dental, and vision insurance; and a 
generous defined benefit retirement plan (Public Employee Retirement System – PERS). 
 
To Apply 
For immediate confidential consideration, please submit a letter of interest and resume saved as Microsoft 
Word (.doc/.docx) or Adobe Acrobat PDF (.pdf) documents to jobs@foundationccc.org. Please include in 
the subject line: “Program Coordinator, Career Ladders". The application process will be open until the 
position is filled. 
 
The Foundation for California Community Colleges provides equal employment opportunities (EEO) to all employees and 
applicants for employment without regard to race, color, religion, sex, national origin, age, disability or genetics. In addition to 
federal law requirements, The Foundation for California Community Colleges complies with applicable state and local laws 
governing nondiscrimination in employment in every location in which the company has facilities. This policy applies to all terms 
and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of 
absence, compensation and training. 

The Foundation for California Community Colleges expressly prohibits any form of workplace harassment based on race, color, 
religion, gender, sexual orientation, gender identity or expression, national origin, age, genetic information, disability, or veteran 
status. Improper interference with the ability of The Foundation’s employees to perform their job duties may result in discipline 
up to and including discharge. 

The Foundation complies with federal laws regarding the use of illegal controlled substances. Accordingly, the Foundation reserves 
the right to revoke a contingent offer of employment to applicants who test positive for all drugs identified as controlled substances 
by the Federal Government, regardless of the passage of Proposition 64 in California. 
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