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Coordinator, Cabral Civic & Leadership Academy

POSITION SUMMARY:

The Coordinator of the Cabral Civic & Leadership Academy will report primarily to the Chief Executive
Officer of Cabral Leadership & Innovation Center (CLIC), with additional supervisory support from the
Deputy Director of Programs at the Cape Verdean Association of Boston to ensure coordination and
implementation of the Cabral Civic Academy and its core programs during the summer and school year.

REPORTS TO: Chief Executive Officer of Cabral Leadership & Innovation Center; and Deputy

Director of Programs for Cape Verdean Association of Boston

ESSENTIAL FUNCTIONS:

Civic Engagement Projects & Advocacy

e Coordinate a community civic engagement and research project for students during the school-
year, where they can collect data, write, and present their findings.

e Facilitate implementation of community projects that provide students with real world
experiences and opportunities to apply civic leadership and civic engagement concepts and
theory.

e Facilitate the development of weekly student personal reflections as a part of their summer
program portfolio.

e Involve and engage youth in advocacy efforts led by CLIC and other community partnering
organizations that focus on social issues impacting youth and young adults.

e QOversee the development of individual portfolios for each student that documents their
engagement and learning journey over the course of the year.

e Organize local candidate forums and community town halls to create space for dialogue on key
policy issues.

Summer Program, Cabral Leadership Academy
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e QOversee the implementation of 7-week summer program, with curriculum and content centered
on principles of civic leadership, critical inquiry, and social change.

o Implement curriculum for summer program’s workshops in alignment with core areas:
Leadership Training; Community Research; Advocacy Campaigns; Voter Education; Public
Speaking; and Community Conflict/Dispute Resolution.

e Coordinate a community civic engagement and research project for students participating in
summer program, where they can collect data, write, and present their findings.

e Support students in development of summer program portfolio to catalog their experiences and
lessons learned.

e Implement regular guest speakers (e.g. town halls; debates; panels; etc.), and coordinate list of
town hall invited speakers and guest lecturers in alignment with programs core principles.

Annual Youth Summit

e Lead planning team with youth for annual Youth Summit.

o Develop plan for program agenda and curate student presentations for the program.

e |nvite stakeholders from CVAB, CLIC, partnering organizations, and the local community to
attend the Youth Summit.

e Oversee facilities and logistical planning for Youth Summit.

e Support students with development of their presentations for the Youth Summit.

Youth Advisory Board

e QOversee the establishment CLIC Youth Advisory Board, with guidance from CLIC leadership.

e  Recruit four to six youth who can serve as members of youth advisory board.

e Train and onboard new members of the Youth Advisory Board.

e Convene the youth advisory board periodically to listen to their perspectives, discuss key social
issues impacting community residents (specifically the youth and young adults), and to gather
their insights and feedback on programming.

Intake With Students and Families

o Hold intake meetings with students prior to program participation.

e Collect key data and information from students to assist with tracking program impact.

e Secure consent and signed documents from parents and/or guardians, where needed and
applicable.

Outreach & Engagement

e Send information to students and families regarding key events and activities.
e Support youth and families with translation services, as needed.
e Provide mentorship to students participating in programs.

Outings & Trips

e Serve as chaperone and assist with implementation of trips and field outings (e.g. CLIC Urban
Odyssey initiative), as needed.
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REQUIRED QUALIFICATIONS:

The Coordinator of the Cabral Civic & Leadership Academy will be thoroughly committed to Cabral
Leadership and Innovation Center’s mission. All candidates should have proven leadership, coaching and
relationship management experience. Concrete demonstrable experience and other qualifications
include:

e Associate’s Degree

e  Skills for organization and calendar management

e Ability to clearly and effectively communicate ideas verbally and in written format

e Experience with project coordination and project management

e Experience working with community resources, and familiarity with Boston community being served
e Experience working with community residents across language and cultural difference

e Interpersonal skills and ability to work cooperatively with others

PREFERRED QUALIFICATIONS:

e Bachelor’s Degree

e Fluent and/or proficient in the Cabo Verdean Kriolu language

e Experience working within multiple cultural contexts

e Past experience working in Dorchester, specifically the Bowdoin-Geneva communities

COMPENSATION:

e Hourly rate is between $22/hour and $25/hour
e Full time (i.e. 35 hours/week)

EMPLOYEE REVIEW

This job description was reviewed by on
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