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Experience Coordinator 

Job Description 
 
	
  Part-time Position (up to 30 hours per week) 
 
Reports To: Program Manager 

 
Overview 

 
The Experience Coordinator serves as a vital member of the Big Buddy Experience Team for 
the Summer Cohort. The Experience Coordinator specializes in all things field trip, service 
project, or special activity.  

 
Essential Functions 
- Actively participate in program planning sessions. 
- - Create and manage master enrollment of youth participants  
- Coordinates resources from community partners  
- Provide training and guidance to program teams. 
- Create and manage timelines for the various assigned projects (completion of success projects, 

civic responsibility projects, etc.). 
- Support the organization's strategic alliances and partnership. 
- Create and manage an annual calendar/schedule of service-learning projects and engagement. 
- Coordinate’s participation of the youth teams with Consultants working to complete 

service-learning projects.  
- Design and manage programmatic flow as outlined in the process charts for the service-

learning projects to ensure smooth and efficient partnerships.  
- Attends collaboration meetings essential to relationship building. 
- Create presentations for meetings/workshops. 

 
Scope of Job Responsibilities 

Partnership Identification and Management  
Scope out projects, identify partners, design, and manage projects. Establish goals and thank yous, 
create and maintain partner database, seek out new partners and resources. Establish and track 
metrics for success and milestones.  
-Project Implementation and Oversight  
Outline project plan and logistical back up plan. Scope out bathroom sites, bus parking, hand 
washing sites. identify contractor to help, laying out supplies and project needs. Design daily 
schedule. Maintaining high level of communication and execution with managers for youth and 
transportation. Site leader for all projects. Liaison between youth, contractors, and partners.  
Designing close out report, pros, cons, pictures etc…Compiling data and building reports. 
Executing two service projects a week for 8 weeks.  
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- Manage and Engage Youth Teams 
- Communicating, Leading, preparing and motivating youth teams for physical engagement.  
Creating standard guideline sheet (outside, clothing, type of labor, do’s and don’ts). Create formal 
process chart from start to finish. Designing pre training before each project. Create project wrap 
up and debrief.  

 
OTHER JOB DUTIES 
- Provides data entry regarding Scholar participation, approval on completion of success projects, 
Scholar evaluations and notes related to individual performance. 
- Works with Support Team to define/enhance access to training/professional development 
resources. 
- Accepts all other duties as assigned by the Program Director or Program Manager which promotes 
the mission of the organization. 
 
 
JOB QUALIFICATIONS 
- College graduate or currently working toward a college degree. Minimum two years’ experience 
in youth development programs, afterschool or summer enrichment activities or related experience 
working with youth. 
- Excellent verbal communications; strong organizational skills; ability to meet demanding 
deadlines; ability to handle multiple projects with ease 
- Work independently and in a group; self-starter 
- Desirable personality traits: enthusiasm, adaptability, dependable, strong work ethic, great 
communicator. 
-Willingness to learn and think outside of the box. 
- High level of computer proficiency and knowledge of virtual communication formats (Zoom). 
- Experience working within a volunteer-structured system helpful.
 

 
 
 

 
 
 

Potential Applicants Send Cover Letter and Resume to: 
bigbuddy@bigbuddyprogram.org 

225-388-9737 


