Adult Education Navigator
Full Time
Position Description

Canal Alliance is seeking an Adult Education Navigator to provide support for the ESL and Citizenship programs and to ensure that students are effectively recruited, enrolled, retained and making satisfactory progress toward desired program outcomes. The Adult Education Navigator reports to the Adult Education Senior Manager. This is a full-time, non-exempt position. Candidates should have the ability to work Monday-Friday from 11am-7pm, including some later evenings and 6 Sundays per year.  We are currently running online classes and work can be done from home, however, the candidate will need to come into the office as requested and should be prepared for hybrid work.
About the Organization

For more than three decades Canal Alliance has been the leading service provider and community advocate for Marin's low-income, Spanish speaking immigrants. Canal Alliance helps vulnerable members of this target population acquire the tools they need to thrive.

Essential Duties and Responsibilities
· Case manage attendance reminders, technology support, and basic needs for approximately 115-138 students per trimester 
· Case manage technology support for approximately 115-138 students per trimester 
· Coordinate distribution events with specific oversight of technology and book distribution 

· Coordinate registration events with specific oversight of volunteers in data collection Support in recruitment, enrollment, and registration processes

· Coordinate and oversee volunteers in technology setup for Chromebooks 
· Creation of training videos for students in English/Spanish

· Support program meetings, trainings, volunteers and teachers in collaboration with other adult education staff
· Support teachers in technology needs, for example Google Drive and WhatsApp usage
· Input student attendance, student achievement data, and volunteer attendance in Excel and/or Salesforce
· Support student retention strategies
· Support progress monitoring and intervention for students
· Support to manager and director as needed
Other Responsibilities 

· Other duties as assigned by supervisor

Education and Experience 

· Bachelor’s Degree or equivalent work experience in Adult Education and/or Case Management
· Experience working with low-income and/or immigrant populations

· Experience in managing technology 
· Minimum 1-year ESL and/or Naturalization experience (preferred)
Qualifications- Skills and Knowledge

· Bilingual in Spanish/English (required)
· Ability to manage and troubleshoot technology, including but not limited to: Zoom, hotspots, Chromebooks, MacBooks, etc.
· Ability to create student training videos in English and in Spanish
· Ability to support students with limited digital literacy skills and limited and interrupted formal education

· Ability to engage with both staff and students with cultural responsiveness and trauma informed practices 

· Ability to track data to monitor progress towards milestones
· Excellent organizational skills 

· Ability to effectively communicate both verbally and in writing

· Ability to establish positive working relationships with clients, staff, and volunteers

· Ability to function follow directions and handle multiple tasks simultaneously

· Competency using Outlook, Excel, Word and Salesforce
Compensation

This is a full-time position with benefits. We offer a competitive salary with a benefits package that includes 3 weeks paid vacation a year, 12 days of sick leave a year and 100% paid employee medical & dental insurance.  In addition, there are 12 paid holidays annually, a 403(b)-retirement plan and a Flex cafeteria plan.

Canal Alliance actively promotes and recognizes principles of fairness, equity, and social justice in relation to, and across, intersections of race, age, color, national origin, ethnicity, citizenship, sex, sexual orientation, gender identity, gender expression, religion, disability, ancestry and all other identities.

Application Process

Please email your resume and cover letter to hr@canalalliance.org. Only electronic applications will be accepted. (Keep it green!) Please indicate “Adult Education Navigator – YOUR NAME” in the subject line of your email.

