
 

 
 
 
 

 
 

JOB DESCRIPTION 
 

Foundation for California Community Colleges 
Program Coordinator – Breakthrough Sacramento 

 
Category: Full Time, Exempt  
Supervisor: Breakthrough Sacramento Site Manager 
Last updated: July 2017 
 
Breakthrough Sacramento, under the fiscal sponsorship of the Foundation for California 
Community Colleges, is looking for a dynamic player to add to our team as the Breakthrough 
Sacramento Program Coordinator. Our ideal candidate is one that excels in a fast-moving 
environment, loves a challenge, defines professionalism, understands people, and doesn’t miss 
a detail. 
 
The Foundation for California Community Colleges is 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.  
 
What is Breakthrough Sacramento? 
Breakthrough Sacramento (BSAC) helps motivated students from under-resourced schools to 
prepare for college with the support of older students passionate about education. 
Breakthrough Sacramento has a proven record of success in our “Students Teaching Students” 
model to prepare motivated students for success in college-preparatory high school programs 
and college, while encouraging talented high school and college students to pursue careers in 
education. Founded in 1993 as Summerbridge Sacramento, BSAC has demonstrated long-
standing success in its 23 years at Sacramento Country Day School. With the termination of 
SCDS fiscal sponsorship, BSAC has been re-established under the auspices of the Foundation. 
 
We are seeking a dynamic individual to directly coordinate student programming at 
Breakthrough Sacramento, which currently serves nearly 200 students in grades 7-12. 
 
Position Description: 
The Program Coordinator works with the Site Manager to organize and facilitate summer and 
school-year programming, including summer teaching fellow selection and training, school 
year tutor selection and training, student recruitment, student and family communications, and 
the monitoring of student academic performance in middle school and high school. 
Essential Job Duties/Responsibilities: 
 



Student Admissions and Advocacy 

• Monitor and support students’ academic performance both in middle and high school 
• Advise students on academic options for high school and college 
• Work with Site Manager to plan and coordinate recruiting presentations in feeder 

schools and coordinate the selection of a new cohort of Breakthrough students 
 

Programming 

• Plan, organize, and facilitate Breakthrough Saturday events: schedule buses and 
alternate transportation; coordinate donations of snacks and purchasing of lunches; 
recruit local teachers, tutors, and volunteers to facilitate the events; work with the Site 
Manager to ensure annual Saturday costs meet budget parameters 

• Design and implement high school student events, such as Test Preparation Workshop 
and College Counseling Night for Juniors 

• Publish a monthly newsletter for students in grades 7-12 and their families 
• Manage Salesforce Database for student records 
• Co-direct the summer session at Sacramento Country Day School, co-leading the 

faculty selection, training, and evaluation weeks; work with students on behavior and 
homework issues; counsel teachers on academic and co-curricular program issues; 
support Breakthrough families 

• Participate in the annual revision of the Faculty Handbook for summer teaching 
fellows; assist in the training of and communication with new and returning faculty 
through emails and mailings in advance of teacher training/orientation 

• Recruit, hire, and train tutors for after-school Weekly Breakthrough tutoring/ 
enrichment sessions; work with high school and college-age volunteers, as well as 
Federal Work Study students 

• Other responsibilities will include tasks as needed to serve our students and their 
families, such as updating and generating special publications to advance the program’s 
mission 

 
Community Relations 

• Actively participate in the Breakthrough Collaborative network 
• Share the program’s mission, goals, and programming with personal and professional 

networks to increase community support of Breakthrough 
 
Ideal Skills 

• Tutoring or teaching experience; Breakthrough or similar experience highly preferred 
• Clear communication with all constituencies – in person, by phone, and in writing 
• Ability to connect on a personal level with current and potential Breakthrough 

students and families 
• Strong teaching and mentoring skills, especially with middle and high school students  

 
Level of Supervision: Moderate 
The Program Coordinator must be able to work with the Site Manager. 
 
Supervisory Responsibilities: 
Moderate level of supervisory responsibilities over teachers and students in the program 
 
Education and Experience:   

• Education: four-year baccalaureate degree required 



• Breakthrough experience or experience in education or a related field preferred 
 
Physical Requirements: 

• Ability to work at a computer workstation for periods up to four hours at a time and 
for up to eight hours per day for up to five consecutive days 

• Ability to speak on the telephone for a total of up to three hours per day 
• Ability to sit for up to three hours without breaks at meetings 
• Ability to lift 10 pounds 

 
Compensation: 
Commensurate with experience 
 
Terms of Employment 
Work Hours:  Full-time, year-round employment including 9 intensive weeks in summer and 8 
Saturdays during the school year.   
 
Additional information is available on Breakthrough Sacramento’s website at 
http://breakthroughsac.org/ 
 
Application Process: 
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: “Breakthrough Sacramento, 
“Program Coordinator”. The application process will be open until the position is filled. 

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. 
 
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. 
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