
 

 

Part-Time Mentor Coordinator 
 

 Ottawa County Family Advocacy 
 

       The Ottawa County Family Advocacy Center (OCFAC) advocates for the stability and 
success of families in Ottawa County.  With trusted partners, we provide a comprehensive 
network of social supports.  By feeding, mentoring, educating and advocating, we seek to uplift 
those we serve thereby elevating the standard of living for the community.  We believe that 
when we can create the right support systems and programs for success in life, the families 
and children of our community, we can flourish, advance and succeed.   
 
        

 

 

 

Opportunity 
 
The long-term part-time Mentor Coordinator is responsible for the recruitment of other 
volunteer mentors, matching these volunteers with students referred to the program from 
their educational institution and is a liaison between the school staff and the volunteers.  The 
Mentor Coordinator will also serve as a mentor themselves to students needing the guidance 
and support of responsible adults in our community on a variety of real-life challenges.    

 

 

 Responsibilities 
 

• Recruiting compassionate and capable volunteers in support of the mentoring mission 

• Collaborating with school staff as an advocate for the availability of mentoring 

availability and the referral of students to the program. 

• Coordinate space and time needs with appropriate school staff so that the 

mentor/mentee meetings can successfully take place.  

• Monitor and evaluate all mentor/mentee relationships and make suggestions to 

advance that relationship in a positive way.   

• Assist with weekend and school break food distribution as needed to ensure that all 

students receive the necessary resources so they are not food insecure during non-

school hours.   

• Track all data points on the mentoring program on a regular basis established 

between the Executive Director and the Mentoring Coordinator including but not 

Title:  Mentor Coordinator Report to: Executive Director Location: Various 



 

 

limited to  – mentor/mentee relationships, participation levels, demographic data, 

mentor/mentee feedback to ensure the program is constantly advancing in the best 

interests of its participants, waiting lists and program needs -  to ensure the OCFAC 

Executive Director and Board of Directors have a real time view of the success and 

challenges of the Mentoring program.   

• Capability to perform your role from multiple possible locations as needed including 

our offices, the mentee’s school or from your home.    

• Other job responsibilities may be added from time to time in support the evolution of 

this position with the OCFAC. 

 

 Skills and Experiences for Success 
 

• High School Diploma required, but advanced education a plus. 

• Basic computer knowledge and competency is required.  Experience in Google form, Excel, 

Adobe and Word are strongly preferred in this role. 

• Past experience working in a public educational system with the students of that system is 

preferred  

• Previous advocacy experience on behalf of a program or product, whether in a for-profit or 

non-profit is required.  The candidate must be able to demonstrate a history of strong 

public speaking experience as part of their program or product advocacy 

• Strong analytical, problem solving and critical thinking skills 

• Excellent organizational skills and ability to handle multiple responsibilities and deadlines 

• Strong attention to detail, accuracy, and quality  

• Resilience and an energetic and positive attitude able to adapt to ever changing program 

needs 

• Flexibility with working hours, including evening hours, from time to time, as may be 

required to advance the Program  

 

 

  Mission 
 

 Our mission is simple – We help families with the unique challenges of everyday life  
 
We value Teamwork, Respect for All, Uncompromising Integrity, Empathy and Resilience 

 

 
 



 

 

 Inclusion 
 

Ottawa County Family Advocacy Center (OCFAC) is an Equal Opportunity Employer (EOE) that values 

and respects the importance of a diverse and inclusive workforce. It is the policy of OCFAC to recruit, 

hire, train, and promote persons in all job roles without regard to race, color, religion, sex, age, national 

origin, veteran status, disability, sexual orientation, or gender identity. We recognize that diversity and 

inclusion is a driving force in the success of our organization and the programs we offer the families 

and children of Ottawa County. 

 

 Apply 
 

Please submit your resume in confidence to Connie Roe, Executive Director OCFAC to 

croe@ocfamilyadvocacy.org to be considered for this exciting and life changing role for the children of 

our community.   

 

Join OCFAC on our journey to nurture and support the children and families of Ottawa County! 
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