
St. Luke N.E.W. Life Center 
Literacy Center Associate Director | February 2017 

Position: Literacy Center Associate Director 

Status: Full Time, Salary 

Accountability: Reports to Co-Executive Directors 

General Description of Position 
This position helps to drive the mission of the St. Luke N.E.W. Life Center (NLC) by overseeing the day-to-

day operations the NLC Literacy Center. This position is a grant-funded position that oversees a range of 

literacy programs, including GED preparation, computer literacy, support for employment preparation, 

and reading proficiency. Our literacy center provides services to a diverse group of people from the Civic 

Park neighborhood and surrounding areas. 

Principal Duties and Responsibilities 
 Management of the Literacy Center 

o Coordinate volunteer tutors, learners, and other program stakeholders 
o Maintain program materials and curricula, including ordering books and supplies 
o Train volunteer tutors 
o Engage with each new learner to develop educational goals, understand their needs, and 

establish an agreement for work 
 

 Lead further growth and development of the Literacy Center 
o Explore new programs and opportunities to enhance the services provided at the Literacy 

Center 
o Evaluate the effectiveness of programs and develop processes for continual improvement 
o Pursue opportunities for funding for the Literacy Center, including writing grants and 

securing sponsorships 
o Attend the Michigan Conference for Literacy 

 

 Participate as a member of the NLC leadership team 
o Take part in regular leadership team meetings 
o Demonstrate leadership among other NLC staff, program participants, and volunteers 
o Attend monthly NLC board meetings 
o  

 

 Support other NLC programs 
o Engage with NLC Executive Directors and other leadership staff to identify opportunities for 

training and education in other NLC programs 
o Maintain a team approach to work, seeking ways to grow and improve all programs 



Qualifications 
 Required Qualifications 

o Bachelor’s degree in education or related field 
o Understanding of literacy training and GED process 
o Understanding of basic nonprofit management best practices as well as business 

management 
o Must be able to maintain confidentiality of individuals served 
o Ability to work with structurally unemployed people and treat them with respect and 

honesty 
o Ability to facilitate the education process with diverse populations 
o Fluency in Microsoft Office suite and comfort learning new software skills 
o High level of adaptability and flexibility in approach to meet individual needs 

 

 Desired qualifications 
o Experience working with structurally unemployed persons in a professional setting 
o Experience developing and managing programs in a faith-based environment 

Physical Demands 
While performing duties, employee has to sit for long periods of time, use hands in repetitive motion 

tasks, and answer telephone calls. The position also requires some standing, stooping, and bending 

while working with literacy programs and light lifting.  Employee is expected to work onsite, Monday 

through Friday, with minimal travel. 

About NLC 
Initiated by two Roman Catholic nuns in 2002, the St. Luke N.E.W. Life Center (NLC) is a faith-based 
nonprofit organization that serves structurally unemployed men and women in North Flint, 
Michigan. Our mission is to offer transformational programs that provide life skills, education, 
and workforce training to help individuals become self-sufficient and support their families. We 
are committed to building trusting and enduring relationships with families who receive assistance 
through our programs. To receive support from NLC, an individual must have a genuine desire to 
change his or her situation and must regularly participate in activities for the duration of the 
program in which he or she is enrolled.  

 
In addition to training programs, we also operate two social enterprises, a food pantry that serves 
over 3,000 people annually, and a variety of community services, including crisis intervention, 
childcare, and a literacy center. These services are critical to the success of our workforce 
programming, as they provide participants with additional wrap-around services required to 
support their families as well as real-world experience during the program. Ultimately, many of the 
people completing workforce training at NLC are employed by the Center at least temporarily. 

Contact 
Please email a resume and a cover letter to jason@sipi.solutions to apply.  

mailto:jason@sipi.solutions

