
 

 

  

CBI Program Manager – Young Women’s Leadership Network (YWLN) 
 
Young Women’s Leadership Network supports two life-changing programs that enable low-income youth to achieve their 
highest educational potential and to break the cycle of poverty: The Young Women’s Leadership Schools (TYWLS), a high-
performing network of all-girls public schools, and CollegeBound Initiative (CBI), a school-based college guidance program for 
young women and men. YWLN programs promote a college-going culture in schools and make the dream of college a reality 
for low-income students.  To learn more, visit our website at: www.ywln.org. 
 
CBI is launching an innovative new initiative called “The Closer.” Through this initiative, we aim to leverage CBI’s data-
driven expertise in providing college access and success services, its deep connections to the students it serves, and 
strong relationships with institutions of higher education.  Early efforts will focus on reengaging CBI graduates who left 
college having accumulated the equivalent of six or more full-time semesters of college enrollment, and help them 
complete their education. We aim to hire a Program Manager who is a full-time expert in college-level advisement (“the 
Closer”) to spearhead this initiative and help students (i.e. possible future college graduates) identify and address 
barriers to college completion.  
 
The Program Manager (PM) will collaborate with CBI’s Senior Managing Director (SMD) to 1) deepen our partnership 
with the City University of New York (CUNY), an institution where nearly 80% of students in our target population were 
enrolled and earned credits there at some point in their college career, 2) integrate the use of text messages, a low- 
cost, high-impact technological intervention to buttress the Closer’s efforts.  Duties will include project and program 
management as well as data reporting and analysis.  Some travel and evening work will be required.  The PM will help 
design and deliver programs to reengage and maximize degree attainment for alumni.  The PM reports to the SMD, but 
also works with the broader management team, specifically the Associate Director for Training and Development.  
 
Primary Roles and Responsibilities include but are not limited to: 

 Partnership Development: Initiate, develop, and maintain relationships with key personnel at the target CUNY 
colleges and central administration to support the reenrollment and persistence of alumni through strategic and 
timely engagement (e.g. reenrollment workshops on applications/registration/FAFSA completion, 
faculty/staff/peer support networks, etc.). Maintain relationships with third party enrichment programs that can 
provide additional support and guidance to alumni (e.g. CUNY’s Black Male Initiative, etc.). Generate and 
communicate reenrollment projections to college partners in order to flag CBI alumni within the application pool. 
 Alumni Advising:  Provide guidance and support to alumni reengaging in the college application and financial aid 
process while adhering to deadlines.  Network with college admissions professionals to improve applicants’ 
visibility and establish a reputation for finding appropriate fit, understanding articulation agreements, and 
maximizing credit retention or reverse transfers for degree conferral.   
 Communications:  Develop a communication method (e.g. text campaign, email thread, social media) to 
communicate with the 200-300 alumni at the target colleges and work with the YWLN Data Team to track their 
enrollment, persistence, and graduation. 
 Data Systems and Reporting: Develop and manage organizational/alumni database systems (e.g. SharePoint, 
Google Drive, Signal Vine support, Naviance/SalesForce support). Track the progress of 200-300 target alumni 
using key performance indicators and metrics.  Liaise with CUNY officials and the YWLN Data Team to create data 
sharing agreements.   
 New Programming Initiatives: Research best practices in college persistence, reenrollment, and graduation.    
Develop content and recommend structures for Campus Connections programs. Pilot new initiatives including 
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workshops, peer networking groups, introductions to support services, and/or a survey distribution plan.  
Facilitate and/or co-facilitate programs with CUNY liaisons.  Report outcomes/outputs.   
 Alumni Relations:  Work closely with management and assist with coordinating CBI’s alumni outreach efforts 
including Alumni Days, Senior Send-Offs, college visits, and cultivating college/organizational partnerships.   
 Staff Support:  Collaborate with the CBI staff to ensure reconciliation between alumni reported data and the 
National Student Clearinghouse are accurate and timely.  Assist with organizing and coordinating the activities of 
volunteers and college liaisons engaged in alumni outreach. 
 Research and data analysis:  Analyze longitudinal data to identify trends in admission and retention of students. 
Data will inform the work of CBI’s Directors of College Counseling and will also support program refinement, 
expansion, and fundraising efforts.  Monitor and stay abreast of industry news, including policy developments, 
competitor information, etc. 

 
Key Qualifications 
 
Education and Experience: 

 Bachelor’s Degree in Higher Education Administration, Youth Services, Social Work or related field required. 
Master’s Degree preferred. 

 Three to four years of experience in college access, higher education or an educational non-profit required.  
CUNY experience (e.g. Admissions, SEEK, etc.) is a plus. 
 

Required Skills: 
 Familiarity with the CUNY systems (e.g. reengagement programs, articulation agreements, transfer policies, etc.) 
 Extensive knowledge of the college admissions and the financial aid process; including an understanding of 

requirements, forms, and college opportunity programs. 
 Understanding of NYC public school culture 
 Experience working with low-income student populations  
 Excellent writing, editing, and communication skills 
 Exceptional interpersonal and organizational skills 
 Demonstrated ability to communicate one-to-one, in small groups, and in public speaking contexts  
 Strong computer skills including knowledge of Microsoft Office applications and data entry 
 Ability to self-organize and manage multiple projects at one time 
 Results oriented work ethic 
 Experience supervising staff 

 
Personal Commitment: 

 Demonstrated belief in YWLN’s mission 

Compensation:  Competitive/commensurate with experience.  FLSA Status:  Exempt.  YWLN is an equal opportunity 
employer. 
Benefits:  Medical, Dental, Vision and 401K matching. 
Application instructions: Please email your resume and cover letter to jobs@the-cbi.org.   No phone calls please. 
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