
 
 

 

JOB DESCRIPTION 

 

 

Title: Program Coordinator - Microsoft Office w/GED 

 

Department: Community Economic Development 

 

Reports to: Director of CED 

 

Job Summary:  
The Program Coordinator conducts appropriate level of instruction in Microsoft Office and GED/ Basic Adult Education 

subjects such as mathematics, writing and language arts for adult students. This position requires the ability to make 

routine decisions regarding the everyday operation of the classes assigned.  

 

 

Summary of essential job functions: 
 Maintain a positive, secure, learning environment, and develop appropriate level lesson plans  

 Conduct routine student assessments and modify instruction based on results  

 Update knowledge on effective teaching through attendance at workshops and meetings  

 Provide suggestions for improving program instruction and operating procedures  

 Maintain participant records, files and materials in accordance with  WR guidelines  

 Type letters, reports and performs other clerical duties  

 Perform other duties as requested  

 

Requirements:  
    B.A./B.S.  
     3+ yrs demonstrated experience in teaching/training adults 

 Teacher’s certification and/or relevant experience  

 Teaching ability in ABE or GED content areas.  

 Microsoft Certified or teaching ability in Microsoft Office programs 

 

 

Abilities required:  
 Ability to organize data to produce student reports  

 Ability to make decisions concerning student instruction  

 Strong organizational skills, including balancing multiple responsibilities 

 Flexible and adaptable 

 Ability to work independently as well as ability to work in a team environment 

 Excellent oral, interpersonal, presentation and facilitation skills 

 Ability to work with, and commitment to, culturally diverse, low-income individuals  

 Case management experience; experience counseling around barriers to employment, facilitating job 

readiness/lifeskills, or knowledge of assessing and managing group dynamics preferred  

  Past experience in career development/job training agency or hotel industry, knowledge of Hudson County, & Spanish 

fluency a plus 

 



Disclaimer 

The above statements are intended to describe the general nature and level of work being performed by Outreach Worker. 

It is not an exhaustive list of all responsibilities, duties, and skills required. All personnel may be required to perform 

duties in addition to those outlined above from time to time, as needed. 

 

WomenRising is an Equal Opportunity Employer. 

 

Send cover letter, resume and salary requirement to:   jobs@womenrising.org or fax to (201) 333-3905 
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