
 

 
Foundation for California Community Colleges 

Career Ladders Project 
 

JOB DESCRIPTION 
 
Program Associate 
Category: Full-time, Exempt 
Supervisor: Director 
 
Through research, policy initiatives and strategic assistance to colleges and their educational, 
community and workforce development partners, CLP works to strengthen the role of community 
colleges in fostering educational and career advancement for Californians. Established by the Board 
of Governors of the CCC, CLP provides direct assistance to community colleges and 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. 
 
Job Purpose: 
The Program Associate will work collaboratively with different CLP project leads, providing project 
management and some administrative support for cross-functional teams on a range of CLP 
projects. This work is made more complex because projects have unique requirements and range 
from small-scale (e.g., involving one college over six months) to large-scale (e.g., multiple colleges, 
high schools, and community-based organizations across the state over a multi-year period).   
 
The majority of staff works out of the main office in Oakland, CA, although there are a few 
employees who telecommute. The Program Associate could be based in the Bay Area or in the 
greater Los Angeles Area. For telecommuting employees, travel to the main office in Oakland would 
be required on a regular basis (estimated one to two times per month). CLP operates under the fiscal 
sponsorship of the Foundation for California Community Colleges, the non-profit auxiliary for the 
California Community Colleges. 
 
Essential Job Duties/Responsibilities: 
 
Program Support and Coordination 

• Project management support: create and maintain work plans and timelines, anticipate pre-
work, facilitate internal and external communication, coordinate with teams of staff and 
consultants, monitor budgets, and manage documents to help ensure timely completion of 
deliverables. 

• Support work of CLP project teams to plan/design, coordinate, and conduct activities in the 
field including workshops, presentations, site visits, and convenings. 

• Event planning: coordinate scheduling and logistics, prepare materials for meetings and 
events, and provide on-site support. 

• Coordinate staff travel, conference attendance, and provide other administrative support 



   

including scheduling, processing expenses, and preparing presentations, reports, and other 
materials. 

• Coordinate communications to help build organizational relationships with community 
colleges, universities, K12 districts and schools, public agencies, and other partner 
organizations. 

• Support CLP Directors in developing scopes of work and budgets for new initiatives, 
gathering specifications from colleges and partner organizations. 

 
Writing and Documentation 

• Write reports and develop other documentation including meeting notes, articles, and 
assessments; copyedit, proofread, and format documents. 

• Document events, workshops, and other capacity building engagements, also supporting the 
pre- and post-work of preparation, synthesis, and analysis. 

 
Education, Skills and Experience 
 
The following qualifications are required: 

• Bachelor’s degree from an accredited four-year college or university. 
• Demonstrated experience managing complex and diverse projects; demonstrated experience 

handling multiple projects and prioritizing successfully. 
• A minimum of 2 (two) years of experience working in a community college, non-profit 

organization, or education sector. 
• Ability to write persuasively, swiftly and clearly for a range of audiences. 
• Ability to work independently and prioritize appropriately, exercising good judgment. 
• Attention to detail. 
• Excellent interpersonal and communication (verbal and written) skills. 
• Experience with Microsoft Office programs including Outlook, Word, Excel, and 

PowerPoint. 
• Demonstrated respect for and ability to work with diverse populations. 
• Passion for student educational achievement and career advancement. 
• Ability to maintain confidential nature of data and information. 
• Ability to work collaboratively in a collegial environment. 
• Ability to work under pressure to meet scheduled deadlines and competing priorities.  

 
The following qualifications are highly desirable: 

• Master’s degree. 
• Strong presentation or facilitation skills. 
• Familiarity with resources, research and evidence regarding postsecondary pathways (9-16), 

Guided Pathways, and other interventions that support student success, such as: improved 
transition from high school to college; course-sequencing; program and pathway design; 
industry-aligned competencies and credentials; and contextualized, integrated or accelerated 

• Knowledge and experience working with education or workforce development partners. 
 



   

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 at meetings. 
• Ability to walk and stand for up to 4 hours without breaks at program site visits and 

meetings 
• Possess a valid California driver’s license, ability to operate personal vehicle for business and 

willingness to drive to meetings and events. 
 
Working Conditions and Travel 
If employee is based in Los Angeles, there would be frequent travel in the greater Los Angeles area 
along with occasional day trips (one to two times per month) to Oakland and occasional overnight 
air travel within California. If employee is based in Oakland, there would be occasional day trips to 
the Los Angeles area (estimated two to four times per month) and occasional overnight air travel 
within California. 
 
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). 
 
Application Procedure  
Interested and qualified applicants are asked to submit a letter of interest and resume. Please apply online at 
https://career-ladders-project.workable.com.  
  
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, sexual orientation, gender identity, gender expression, 
national origin, age, veteran status, 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.  
 

https://career-ladders-project.workable.com/

