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Administrative Volunteer Description 
 
 

Posted Date 
November 16, 2016 
 
Program Description:  
Community Connectors is a state-wide mentoring initiative that targets students in low performing/high 
poverty schools, with the goal to excite students about their future while promoting character building 
and active goal-setting. The Community Connectors afterschool initiative utilizes one-on-one mentoring 
for middle and high school students to heavily address respect for societal and cultural norms, correcting 
behaviors, integrity, and morality.  
 
Title:                              Administrative Volunteer  
Department:                     Education & Youth Services (EYS) 
Program:                            Community Connectors Mentoring Initiative  
Reports to:                         Program Coordinator         
Application Deadline:    Open until filled 
Volunteer days/hours:    Flexible days and hours averaging 10-15 hours per week 
 
 
Primary Responsibil it ies  

 Assist the Program Coordinator in planning, organizing and overall monitoring of the 

Community Connectors Mentoring Initiative.  

 Assist with preparation for lesson plans and daily programmatic needs.  

 Provide program clerical support such as phone screenings and Mentor onboarding processes, 
filing materials, logging information into spreadsheets. 

 Assist the Program Coordinator in developing content for the Columbus Urban League 

website, monthly newsletter, flyers and on social media.  

 Assist with the development and coordination of calendar events for program activities, 

such as experiential trips, Mentor trainings, and family engagement nights.  

 

Experience and Skills 

 Strong writing skills and creative mindset  

 Interest in youth development, urban education and program implementation  

 Experience with working and serving diverse communities and demographics  

 Experience with Microsoft Word, Publisher, Facebook, Twitter and LinkedIn 

 Ability to manage time independently and be a team player 

 Ability to communicate effectively and meets deadlines  
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Additional Information and Oversight 

Reports to Fevean Keflom, Program Coordinator . This volunteer opportunity is 10-15 hours a week and 

will last for the duration of the academic calendar. Specific days and hours are negotiable.  

 

How to Apply 

Email cover letter, resume, writing samples and two professional references to Human Resources at 

hr@cul.org. Use “Community Connectors Administrative Volunteer” in email subject line. Qualified 

applicants will be contacted and undergo a screening process. Diverse candidates are encouraged to 

volunteer. No phone calls please. 

 
Columbus Urban League 

Columbus Urban League is a community-based, non-profit, advocacy organization. Founded in 1918, the 

CUL is an affiliate of the National Urban League. We stand as one of the largest and most prestigious 

community- based organizations in Central Ohio. Ranked 7th in the 98-affiliate network of the Urban 

League movement nationally, they are one of the oldest organizations in the United States, promoting 

equal and equitable access to resources. 

 
The mission of the Columbus Urban League is to empower African Americans and disenfranchised groups 

through economic, educational and social progress. 

 
The Columbus Urban League is a premier customer-driven organization advocating empowering 

individuals and delivering transformational services with integrity, innovation and collaboration. We are 

committed to being the preferred provider to their families, communities, stakeholders and philanthropic 

entities. 
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