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Position Description: Youth Mentoring Family Liaison 
 

 
Mission and Organizational Background 
 
In 2010 the Refugee Response was established.  Since inception the organization has been able to 

provide unique and important services to Cleveland’s new neighbors allowing children and families 

to excel in school and in life. Refugees resettled to Cleveland do better on average than those who 

resettle in other areas of the country.  They work and they overwhelmingly give back to the city, 

making the most of the investment Cleveland places in them.  

At present the Refugee Response provides a range of educational, employment and social support 

services for an estimated 180 individuals (70+ families) in the greater Cleveland area.  This includes 

the Youth Mentoring Program, one of the organization’s earliest programs. In 2020 the Youth 

Mentoring Program implemented changes to adapt to the current learning environment, and will be 

expanding its reach in partnership with the Cleveland Metropolitan School District to serve between 

85-100 students in 2021. 

The new program model will include providing families and children with remote online mentoring 

and limited in person interventions at the Refugee Response’s Learning Lab with the support of 

volunteers and staff, as well as technical support to families in the home and parental engagement 

around children’s education. The Youth Mentoring Program anticipates that client demographics 

will continue to include a significant number of Arabic speaking clients from Syria, Iraq, and Sudan. 

The family liaison role will be key to successful program expansion establishing strong partnership 

and communication with refugee families.  

Reports to: Director of Education 

Time Commitment: This is a part time, 16 hour/week position. 

Salary: 13,000/year ($15.50 per hour) 

Work Scheduling: M-Th 4-6:00pm mandatory availability, with remaining hours to be allocated to 

carry out client communications and other projects with supervisor approval and according to 

policies outlined in the Refugee Response Employee Handbook. Some weekend hours may be 

required to accommodate client schedules. 

Start Date: Immediately 
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Responsibilities: The Youth Mentoring Family Liaison will play a key role in communication and 

coordination with client families enrolled in the Youth Mentoring Program, from initial recruitment 

and onboarding, and throughout the program cycle, supporting coordination of virtual and site 

based programming services. As one of the primary contacts for Arabic speaking families, the 

Family Liaison will help inform and enhance program approaches to consistently reflect and address 

client needs. This role will work closely with other members of the Family Engagement team within 

Youth Mentoring Program, including the Family Engagement Coordinator and 2 other Family 

Liaisons. 

 

Client Family Communications 

 Support new client recruitment, orientation, and onboarding. 

 Enroll new clients into Knack Database, collecting and upload client forms annually and 

entering case notes and family data updates as needed. 

 Maintain a regular case load of approximately 10 families, providing interpretation for Arabic 

speaking clients as needed. 

 Maintain strong communication with client families to assess and respond to individual 

support needs relevant to program activities and goals, whether by phone, in-person at the 

Learning Lab, or through home visits. 

 Provide interpretation or translation for various program-wide announcements or materials 

destined for client families as needed. 

 Engage in teacher support team meetings once per semester for students within assigned 

client caseload and inform annual student progress reviews. 

 Coordinate client families’ participation in or referrals to available program services, 

including a) virtual mentoring sessions, and b) visits to the Learning Lab for in-person 

academic support, parent engagement, and case management services. 

 Identify and coordinate referrals of families requiring additional non-educational wrap-

around supports to the Client Admin team. 

Technical Support 

 Provide remote and in-person (when needed) technical support to families to access 

academic accounts or learning software required for daytime schooling or virtual 

programming. 

 Facilitate communication between client families and school or district support systems. 

Learning Lab 

 Coordinate and confirm weekly attendance and transportation with clients within caseload 

who are referred for services at the Learning Lab. 

 Provide on site monitoring and support of youth and volunteers engaging on-site at the TRR 

Learning Lab, including: delivery of direct academic support, adherence to health/safety 

protocol, guidance in utilizing laptops and other learning materials. 

 Fill in for other Family Liaison when needed to transport clusters of students between their 

home and the Learning Lab, utilizing TRR’s 15 passenger company vehicle. 
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Parental Support (as needed) 

 Support Family Engagement Coordinator in the development of parental engagement 

strategies to enable parents opportunity to serve as stronger partners in their children’s 

education. 

 Support delivery of one-on-one or small group parental training to strengthen parents’ role 

as advocates for their children’s learning, around topics including: children’s daily learning 

tasks and goals, navigating school system, connecting with school personnel, technological 

and academic supervision of their children, American expectations and norms, and more. 

Cross-Organizational Collaboration (as needed) 

 Provide translations and create audio recordings in target language for animated video 

content around educational topics in partnership with the Content Creation Team. 

 Support Client Admin Team with interpretation/translation needs relevant to Youth 

Mentoring client families. 

 

Essential Requirements  

● Fluency in English and Arabic (written and spoken). 

● Valid Driver’s license and clean driving record; reliable transportation to and from work 
sites. 

● Strong technology and computer skills to navigate various tools including: Knack, Google 
Drive, Google Docs, MS Word, Zoom, etc. 

● Ability to conceptualize, plan, and implement consistent with values and goals of the 
organization. 

● Ability to clear a background check. 
 
Characteristics & Qualifications  

● Commitment to the mission. 

● Interest in refugee services. 

● Demonstrated planning and organizational skills. 

● Must be able to multi-task and meet deadlines.  

● Excellent interpersonal skills and a collaborative work style. 

● Background in youth programming or English as a Second Language. 

● Familiarity with navigating American Educational Systems and culture. 

● Ability to relate to persons with diverse educational, socioeconomic, and ethnic backgrounds. 

● Ability to work independently and also as part of a team with a variety of stakeholders.  

Applications are now being accepted and reviewed. Please email a cover letter, resume, and 

three references to Naila Paul at naila@refugeeresponse.org with the subject title “Family 

Liaison Application.” Applicant will also be required to complete and clear a background 

check as part of screening process prior to hire. Incomplete applications will not be 

considered. 

 
The Refugee Response is an Equal Opportunity Employer.  The organization does not discriminate on the basis of race, color, 

religion, sex, national origin, age, disability, veteran status, sexual orientation or any other characteristic protected by law. 
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