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ADULT LITERACY COORDINATOR  
 

 

JOB DESCRIPTION: 

The Adult Literacy Coordinator is part of the Bellaire-Puritas Development Corporation (BPDC) workforce 

development staff.  The Educator will provide training, support and assistance for adults and older youth. The 

BPDC computer lab is located in the Riverside Community Center (17800 Parkmount Ave.) with a satellite 

center in the Doris V. Jones Building (4609 Rocky River Dr.) at CMHA’s Riverside Park Estates. We are 

seeking a compassionate and trained individual who will create an atmosphere of hospitality and respect, while 

directing the work of learners and volunteer tutors in an adult literacy classroom.  

  

This is a 20 hours per week, 52 weeks per year, part-time position that reports to the Youth Development 

Director. Work hours will be 10:00 am – 2:00 pm, Monday through Thursday, with some flexibility based on 

learner demand. Duties include, but are not limited to:  

 

1. Coordinate literacy activities and provide direct instruction for programs such as GED prep, adult 

reading improvement, computer skills, and online ESL 

2. Develop individualized learning programs, a schedule of classes for each site, facilitate classes at each 

site, and track progress and attendance of participants 

3. Follow up with learners whose attendance is sporadic 

4. Assist in the development of evaluation procedures and provide timely, detailed reports and feedback to 

supervisors 

5. Coordinate Lab use with other technology staff, particularly the 21
st
 Century Youth Assistant 

6. Work with residents and other staff (both BPDC and CMHA) to provide training and assistance with 

resume writing, job searches, and work force readiness skills.  

7. Collaborate with other BPDC staff and local agencies to help learners be aware of additional training 

opportunities available to them 

8. Work with the BPDC Executive Director and Youth Development Director to develop and carry out a 

marketing strategy 

9. Other duties as required by the BPDC Executive Director and Youth Development Director 

 

 

JOB QUALIFICATIONS: 

Job qualifications include a Bachelors degree from an accredited university, preferably majoring in adult 

learning; at least five years direct teaching experience working in community-based organizations or similar 

venue; ability to communicate effectively in writing and in person; high level of computer literacy including 

Microsoft Office Suite and various education-focused software programs; commitment to the mission and 

values of BPDC and its programs. This position requires independent transportation. 

 

 

TO APPLY: 

Send resume and cover letter by August 15, 2013, to: Bryan Gillooly, Executive Director, Bellaire-Puritas 

Development Corp., 14703 Puritas Ave, Cleveland OH 44135, or by email: apply@bpdc.org 

http://www.bpdc.org/
mailto:apply@bpdc.org

