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College & Community Fellowship 

 
 

 
Job Title:  Career Coach 

Employment Classification: Non-Exempt (Hourly) 

Work Hours: Flexible 9-5, M-F with occasional evenings and weekends 

Location:  Morningside Heights 

Reports to:  Associate Director of Career Advancement Program 

 
About College & Community Fellowship 

College & Community Fellowship (CCF) is a non-profit organization whose mission is to enable 

women with criminal convictions to earn their college degrees so that they, their families, and 

their communities can thrive. We advocate for equity and opportunity for the communities we 

serve.  

Job Summary 
The Career Coach helps CAP Fellows become career ready by identifying their career interests, 
developing individualized strategies for exploring or gaining relevant experience in areas of 
interest, strengthening job readiness and job search skills, and securing internships and 
employment with continuing support available to promote job success and long-term career 
path planning. Following a curriculum with services tailored to each Fellow’s unique strengths 
and learning needs, s/he provides one-to-one coaching, financial education, referrals to other 
service providers and potential employers, and facilitates community meetings and workshops. 
He/she works actively with fellows to promote their career success, with a broad understanding 
of their social, economic and cultural contexts and general needs. The Career Coach serves as a 
member of the CCF team and implements CCF’s new Career Program under direct supervision of 
CCF’s Associate Director of Career Advancement Programs. He/she works closely with the 
development, communications and other programs staff to launch CAP and continuously expand 
it into an effective program. 
 
Duties and Responsibilities: 
 

1. Work with the Associate Director of Career Advancement Program (ADCAP) to design and 
implement a plan of operations for CAP. 

2. Develop materials for project services, including, but not limited to: program screening 
tools, career skills assessment, modualized curriculum, delivery of individualized 
trainings, job placement confirmation, and job retention support and monitoring.   

3. Work with communications staff and Recruitment, Intake and Support Coordinator to 
oversee recruitment for the program.  
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4. Engaging in program responsibilities/obligations of CCF Fellow engagement to include 
but are not limited to: career exploration, career development, job readiness, job 
placement, follow up support in internships, and post placement support in one on one 
and community settings to develop long term career path success. 

5. Providing follow up to support success in internships, and jobs post placement both one-
on-one or in community meetings to promote and develop longer-term career path plans 

6. Support ADCAP to develop relationships with employers, identify and create job 
opportunities for CAP Fellows and match qualified fellows with these employment 
opportunities. 

7. Work with ADCAP to successfully place fellows in jobs and provide ongoing retention 
services and supports to both employer and fellow.  

8. Conduct quality monitoring and improvement functions related to service delivery and 
data tracking; participate in external evaluations of program. 

9. Perform additional tasks as assigned. 

10. Participate in staff development to increase and maintain skill level. 
 
Core Competencies: 

1. Career Coach will have a background working with the target or related 
populations, strong knowledge (or desire to gain) of the reentry field, fluency in 
NYC transitional services, expertise in career services, experience in curricula 
development and training,  

2. Ability to learn pertinent federal, state, and local laws and regulations governing 
the area of specialization. 

3. Self-motivated and willing to take initiative and address challenges creatively. 

4. Ability to multitask and complete high pressure assignments correctly and on 
time.  

5. Possessing flexibility, excellent interpersonal skills, organizational skills, and the 
ability to work well with all levels of internal and external management and staff. 

6. Requires willingness to work/travel occasional evenings and weekends. 
7. Working knowledge of an information, learning, counseling or coaching specialty 

as evidenced by study, training, or certifications; and by prior instructional, 
counseling, or technical experience. 

8. Knowledge of major computer software, or software of equivalent complexity, 
used in the learning/counseling environment or in technical support of the 
project. 

9. Ability to communicate effectively; ability to listen and respond to the 
concerns/ideas of others; and, ability to work as part of a team, as well as work 
independently. 
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Minimum Requirements: 
A Bachelor’s degree and 2-3 years’ related experience in career counseling, counseling, or 
related field. Experience in planning, developing, implementing, and monitoring programs 
related to re-entry services, or related services. 
 
Salary Range: Commensurate with qualifications and experience.  Excellent benefit package. 
  
CCF is an EEOC employer. CCF does not discriminate on the basis of criminal justice status. 

To apply: Email jobs@collegeandcommunity.org with this job title and your last name in the 

subject line. Please include a cover letter that includes the salary range you are seeking, and your 

resume.  
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