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Position Description: Mentor Support Coordinator II 
 
 
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. This year the Youth 

Mentoring Program is undergoing some 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 starting this fall. 

The new program model will include providing families and children with remote 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 Mentor Support Coordinator II will be key to launching a 
successful volunteer recruitment effort as we bring a greater volume of volunteers into the program. 
This position will collaborate with and add capacity to the projects of our team’s existing Mentor 
Support Coordinator position. 
 
Reports to: Director of Education 
 
Time Commitment: This is a part time, 30 hour/week position. 

1 year initial contract with potential to renew. 

Availability: M-Th 1-6pm mandatory scheduled work hours, with remaining 10 hours to be 

allocated for volunteer communications and other duties with supervisor approval and according to 

policies outlined in the Refugee Response Employee Handbook. Much of the role may be 

conducted remotely at this time in light of the current health crisis, however some level of in-person 

engagement will be expected with safety measures in place at all program sites. 

Start Date: Immediately 

Salary: $25,000 /year 
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Required Skills and Qualifications 

 Demonstrated ability to develop and maintain relationships with individuals and community 

 Clear, engaging, verbal and written communication skills 

 Creative networking and digital marketing skills for the purposes of volunteer recruitment 

 Ability to prioritize and manage multiple on-going projects in a fast paced cycle 

 Keen ability to recognize and consider individuals’ unique strengths, motivations, and limitations  

 Comfort and fluency in computer skills, with ability to learn new programs and applications 

quickly on the job (Slack, Knack, Zoom, Constant Contact, Paperform, Google Drive). 

 Positive energy and commitment to the organization’s mission  

 Strong work ethic and ability to work collaboratively alongside diverse clients and staff 

 

Responsibilities: The Mentor Support Coordinator II will play a key role in communications with 
volunteer mentors of the Youth Mentoring Program, from initial recruitment and onboarding and 
throughout the program cycle, guiding mentors through the challenges of their role while enhancing 
motivation and retention. This includes coordination of both virtual and site-based volunteers. The 
Mentor Support Coordinator II will: 
 

Manage communications with prospective and participating volunteers serving in the Youth 
Mentoring Program. 

 Provide personalized support to volunteers through direct communication channels as well 
as broader engagement through newsletters, training tools, etc. 

 Regularly coordinate and monitor afterschool virtual based mentoring pairs on Zoom. 

 Support on-site volunteer activity at the Learning Lab as needed. 

 Promote mentor resilience, problem-solving, and continued growth using multiple strategies. 

 Solicit, review, and track submission of feedback surveys and reports from mentors. 

 Monitor for signs of mentor burnout, disenchantment, and compliance with program goals 
and policies, and respond appropriately through constructive and empathetic guidance. 

 Collaborate with program staff and Director of Education to share volunteer feedback, 
review outcomes, identify needs, and recommend program enhancements. 
 

Expand and execute strategies for recruitment of volunteers for the Youth Mentoring Program. 

 Build partnerships with community organizations, colleges, professional organizations, and 
social groups that align well with the profile of an effective TRR volunteer. 

 Engage new pockets of the greater Cleveland community in TRR’s work and mission. 

 Develop print/digital content for web or social media highlighting the program as needed. 
 

Manage the various stages of mentor recruitment and onboarding. 

 Manage incoming applications, conduct candidate interviews and review 

 Facilitate, track, and review digital submission of all required paperwork for volunteer intake. 

 Coordinate mentor-student match assignments in alignment with various factors such as 
schedules, client needs, mentor skills/strengths, personality, etc. 

 Maintain accurate, organized, and updated records on volunteers from one cycle to the next. 

 Support development and delivery of training materials to support volunteers in their roles. 
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Coordinate events in collaboration with the Home Mentoring team, as required, including: 

 Mentor Orientations and Trainings 

 Annual Volunteer Appreciation 

 Special events or collaborative programming 
 

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 “Mentor 

Support Coordinator II Application.” Applicant will also be required to complete and clear a 
background check as part of screening process prior to hire. 
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