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Literacy Volunteers of Greater Hartford (LVGH) 
Job Description  

 

Position Title: Assistant Director  

Reports to: Executive Director Administrative 

Organization Mission:  The mission of Literacy Volunteers of Greater Hartford is to create a community of fully 
literate adults through student-centered instruction that catalyzes career readiness and advancement. 

Position Mission:  The Assistant Director supports the Executive Director in advancing the agency’s mission, 
strategically developing funding and programs, and promoting the agency’s work and impact on the greater 
community. 

Duties and responsibilities: 
 
Revenue Generation 
Assists Executive Director with grant research, writing, and reporting.   
 
Program Oversight and Management     
This position will work with the program team to grow the Career Pathways program and integrate its services 
into other LVGH programs, as appropriate. With the program team, the position will also take a direct role 
in assisting students with job search, application and placement, making appropriate referrals and providing 
relevant information and resources. With the program team, the position will develop, train and support a team 
of Career Pathways volunteers. The position will develop employer partnerships and provide post-placement 
support both to students and employers to facilitate job retention. 
 
Recruitment and Outreach  
Builds, collaborates and maintains strong relationships with employers, educational institutions and community 
organizations to recruit students and volunteers; and publicize LVGH programs. Collaborates with Social Media 
Coordinator to utilize social media and website effectively as recruitment and outreach tools.    
 
Administration 
Assists Executive Director in financial operations and budget development. Conducts data analysis to inform 
program, marketing and fundraising initiatives. Develops strategies to ensure accurate, useful data collection. 
Staff liaison for selected Board Committees and Task Forces.  Participates in Board meetings and assists in 
preparation for meetings.  
    
Miscellaneous 
Special Projects as assigned by the Executive Director. Flexibility to work nights when needed. 
 

Critical Skills Required 
- Strong organizational and interpersonal skills 
- Flexibility and willingness to learn new skills  
- Volunteer management skills and experience 
- Commitment to the literacy cause and students we serve 
- Ability to self-initiate and work independently 
- Commitment to the agency’s mission 

Required Experience: 
- Bachelor’s degree, Masters preferred 
- 2 to 4 years of related experience 
- Exceptional oral and written communication skills 

 


